Pastoral Year Head Achievement Coordinator (Raising Achievement) Job Description

Grade: GR5

1. Job Purpose

1.1 To provide leadership and management for a team of tutors and lead the provision of pastoral care to secure excellent teaching so all pupils achieve their potential within an atmosphere in which pupils feel challenged, valued and secure.
1.2 To assist the Headteacher and the Leadership Team in the overall management and development of the school.
2. Key Responsibilities

2.1 Monitor progress and behaviour across the school and ensure that pupils are placed on relevant monitoring reports or at the appropriate level of intervention in line with the school’s Behaviour Policy.
2.2 To work with students, staff, families and professionals to support good behaviour in the school and the community.
2.3 Ensure that relevant interventions to improve pupil behaviour are planned and reviewed in a timely manner and that relevant paperwork is completed and organised efficiently. 
2.4 Line Manage attendance and intervene with tutors, parents, the Attendance Administrator, Pastoral Managers and external agencies as appropriate.
2.5 Have a rolling programme to monitor pupil homework, planners, uniform, and equipment. Quality assure the completion of homework, issuing positive/negative behaviour points. 
2.6 Lead, co-ordinate and monitor aspects of the Pastoral Team Improvement Plan relating to personal development, behaviour and attitudes.
2.7 Maintain strong relationships with parents and support colleagues in meetings with parents. Ensure that correspondence between school and home is sent. 
2.8 Mentor and support colleagues. Encourage their professional development.
2.9 Use meetings to share good practice, moderate and cascade training.
2.10 Offer INSET/CPD to the Team and across the school. 

2.11 Establish a network with local Primary and Secondary schools.
2.12 Keep abreast of behavioural developments and bring these to the Team or the School. Engage with school-wide learning initiatives and lead these within the school. 
2.13 Liaise with the SENCO for support of pupils with Special Educational Needs.
2.14 Following each reporting cycle, review assessment data and coordinate follow up across the school. 
2.15 Plan intervention activities to raise achievement. If appropriate liaise with outside agencies and outreach workers.
2.16 Ensure that Rewards are distributed.
2.17 Ensure that pupils contribute to the ethos of the School and support the Leadership Team in the promotion of good behaviour across the school. 

2.18 Work as part of the Extended Leadership Team and attend SLT meetings as and when required.
2.19 Prepare for Tutor Team meetings – identify the purpose, circulate an agenda and minutes. Quality assure the tutor time provision.
2.20 Manage the school’s Reflection Room on a daily basis ensuring appropriate resources are in place and provision for pupils is effective.

2.21 Line manage Reflection Room staff, Cover and Lunch Supervisors.

2.22 Oversee whole school detention system including administration and supervision.

2.23 Support the schools on-call system to effectively manage behaviour throughout the school day. 

2.24 Undertake gate duty and support the effective management of the punctuality of our pupils.

2.25 Contribute to the effective development of the school's curriculum for personal development and PSHE.

2.26 Support with urgent cover supervision.
2.27 DSL qualification/training or equivalent experience is essential.
2.28 Individuals have a responsibility for promoting and safeguarding the welfare of children and young people he/she is responsible for or comes into contact with.

2.29 Ensure all tasks are carried out with due regard to Health and Safety.
2.30 Undertake appropriate professional development including adhering to the principle of performance management. 

2.31 To adhere to the ethos of the school:
2.31.1 To promote the agreed vision and aims of the school.
2.31.2 To set an example of personal integrity and professionalism.
2.31.3 Attendance at appropriate staff meetings and parents’ evenings.
2.32 Any other duties as commensurate within the grade in order to ensure the smooth running of the school.
3. Supervision Received

3.1 Supervising Officer’s Job Title: Assistant Head Teacher for Behaviour.
3.2 Level of supervision:

1.
Regularly supervised with work checked by supervisor

2.
Left to work within establishment guidelines subject to scrutiny by supervisor.
3.
Plan own work to ensure the meeting of defined objectives

4. Supervision Given (excludes those who are indirectly supervised i.e. through others)
	Post Title
	Grade
	No of Posts
	Level of Supervision (as in 3.2 above)

	Reflection Room Staff/Cover Supervisors
	2 & 3
	2
	Regularly supervised with work checked by supervisor.

	Lunchtime Supervisors
	2


	5
	Regularly supervised with work checked by supervisor.


5. Special Conditions

5.1 None

Person Specification

Method of Assessment (MOA)

	AF: Application Form
	C:
Certificate
	I:
Interview
	T:
Test or Exercise
	P:
Presentation


	Criteria
	Essential
	MOA

	Education/

Qualifications

NB:  Full regard must be paid to overseas qualifications.
	5 GCSE’s or equivalent, including English & Maths at Grade 5 (C) or above is essential.
GCE Advanced Level or equivalent qualification is desirable.
DSL qualification/training or equivalent experience is essential. 
	AF/C

AF/C

AF/C



	Experience

Relevant work and other experience
	Previous successful experience in working with children and young people on an individual basis in supporting their personal development.
Understanding of school and pupil data and how inclusion feeds into the School Improvement Plan.

Awareness and understanding of best practice to ensure safeguarding and child protection.

Successful experience of working supporting a school Leadership Team.
Experience of leading the implementation of a new initiative, from producing action plans to evaluation of impact.

	AF/I

AF/I

AF/I
AF/I
AF/I

	Skills & Ability

e.g. written communication skills, dealing with the public etc.
	An ability to fulfil all spoken aspects of the role with confidence using the English Language as required by Part 7 of the Immigration Act 2016.
Good behaviour management practice, skills, knowledge and understanding.
Good administrative, communication and interpersonal skills.
Good time management skills and ability to set and meet deadlines.
Ability to lead and develop effective teams.
Understanding of monitoring and evaluation.
Evidence of achieving raised standards for pupils.
ICT competency.
Leading by example.
Understanding of team dynamics and development.
Self-starter, ability to be self-reflective.
Ability to contribute to the Pastoral Management Team and the Extended Leadership Team.

	AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I
AF/I



	Training
	Willingness to participate in further training and development opportunities offered by the school.

	AF/I



	Other
	Sets self and others high standards and targets and achieves them.
Ability to demonstrate commitment to Equal Opportunities.

Ability to relate to and promote the positive ethos of the school.

Commitment to school improvement and raising achievement for all students.

Excellent attendance and punctuality.
	AF/I

AF/I

AF/I

AF/I

AF/I


This School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. An enhanced DBS check is required for all successful applicants. As part of our recruitment process we collect and process personal data relating to job applicants. We are committed to being transparent about how we collect and use that data, meeting data protection regulations and in line with GDPR compliance.
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