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JOB DESCRIPTION
	Post Title:
	Year Leader Job Description

	Purpose:
	· To provide pastoral support to students in the year which enables them to be successful in school

· To support Progress Leaders and other staff in managing the behaviour of students in the year

	Reporting to:
	· Director of Inclusion


	Liaising with:
	· SEND team, Progress Leaders, Parents, Teaching and Support Staff, External Agencies


	Working time:


	· 37 hours per week

	Salary:
	£28,132

	MAIN (Core) DUTIES

	Service Provision:
Pastoral support
	· Be the first port of call for pastoral support and guidance for students in the year
· Be vigilant and responsive to any safeguarding issues reporting to the Director of Inclusion and the Vice Principal in line with Academy policy

· To monitor the attendance, behaviour and emotional welfare of students in the year reporting to the Director of Inclusion and the Vice Principal and liaising with Progress Leaders as appropriate
· Liaise with teaching staff and learning support staff on student support matters
· Work with tutors on individual student behaviour issues and attendance issues identifying problem areas and agree solutions
· Maintain effective records of support work undertaken as directed, ensuring the confidentiality of these records in accordance with Data Protection legislation

· As part of the safeguarding team, support the needs of all vulnerable and at-risk students in consultation with the Director of Inclusion/DSL and the Vice Principal

· Any other duties which may reasonably be required within the overall purpose and scope of the job

	Behaviour management
	· Work within the Academy’s behaviour management system to support students in modifying their behaviour in order to access learning
· Maintain good communication with subject teachers, Progress Leaders and tutors as appropriate

· Assist in ensuring that support services and resources meet the needs of the students
· Work with external agencies and internal school support to ensure that students develop and maintain a good approach to attendance, learning and behaviour

· Investigate matters of indiscipline and poor behaviour, bullying and theft and make recommendations for or implement sanctions as appropriate
· Support individual subject teachers in implementing sanctions when necessary

· Keep parents informed about matters of indiscipline and poor behaviour

· Ensure that all students conform to the school code of conduct in dress, behaviour and work

	Attendance and lates
	· Monitor the attendance and punctuality of students in the year. Ensure that appropriate action is taken swiftly and has the desired impact
· Identify patterns of absence and lateness and take appropriate action

	Staff Development:
	· Take part in the Academy’s Staff Development programme by participating in arrangements for further training and professional development
· Continue professional development in the relevant areas including the use of new technology
· Participate in the Support Staff Appraisal process
· Work as a member of a designated team and to contribute positively to effective working relations within the Academy 

	Quality Assurance:

	· Assist in the implementation of Academy quality procedures

· To contribute to the process of monitoring and evaluation of Learner Support in line with agreed Academy procedures, including evaluation against quality standards and performance criteria and seek and implement modification and improvement where required

	Primary Liaison


	· Liaise with primary schools to enable students to transfer with minimal stress

· Assist in the organisation of induction days and transfer weeks for primary students

· Conduct parent interviews for all year 6/7 transferees

· Arrange for parent settling in interviews where required

	Year Activities
	· Contribute towards the Student Voice programme

· Organise peer mentoring programmes across the Year


	Management Information and Administration:
	· Assist in the provision of accurate and up-to-date information regarding students in the Year
· Keep accurate records of incidents and issues with regard to individual students

	Communications:
	· Communicate and consult effectively with other staff, students, parents and others
· Follow agreed policies for communications within the Academy
· Participate actively in team meetings and training programmes where appropriate

	Marketing and Liaison:
	· Promote a welcoming environment to visitors and callers

	Welfare
	· Promote the general progress and well-being of individual students
· Act as a Mental Health First Aider

	OTHER SPECIFIC DUTIES

To carry out the duties in the most effective, efficient and economic manner available.
To support the Academy Mission Statement and ethos.

This post is subject to the enhanced level of disclosure.
This job description is current at the date shown but in consultation with you may be changed by the Principal to reflect or anticipate changes in the job commensurate with the salary and job title.
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