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	Job Title
	Assistant Head of Year

	
	

	Pay Group
	Grade D – FTE £18,932


(Actual salary - £13,146)

	
	

	Hours
	30 hours per week x 39 weeks per year

	
	

	Accountable to
	Head of Year

	
	

	Job Purpose
	To support the Head of Year
To provide support for the personal development, behaviour, safety and welfare of students as they move through the school.


Key Tasks

General

1. To arrange regular meetings with allocated students as appropriate, ensuring that the same subject time is not taken repeatedly.

2. Establish productive working relationships with students, acting as a role model.

3. To liaise with parents/carers to secure on-going positive support

4. To meet regularly with the Head of Year to provide updates on student progress.

5. To maintain accurate and up-to-date records of meetings, case notes and evidence of student progress.

6. Ensure that information is fully shared with all relevant staff.

7. Attend and lead meetings in liaison with Head of Year e.g. CAF, Ed Psych, EWO etc…

8. To cover internal exclusion or Hub reception where necessary.

9. Manage with the other Assistant Heads of Year the systems for confiscated items and the issue of uniform items. 

10. Individual responsibilities may be varied from time to time to meet the changing needs of the school, but any changes will not alter the general character of the post or the level of responsibility.

11. To work within the school policies and procedures and to undertake other duties which are within the scope of this post.

Academic Progress

1. To provide support and guidance for students identified by the Head of Year and Progress Leader as not making expected progress.
2. The support and guidance offered should focus on the following areas:
a. To provide a range of support styles to students with personal, social, emotional and behavioural issues
b. Helping students to organise their work/notes
c. Teaching students time-management skills
d. Helping students keep up to date with homework
e. Structuring revision (i.e. how to revise)
3. Discussing barriers to learning (attendance, attitude etc…) Encourage positive learning and behaviour.
4. To liaise with subject staff about student progress and behaviour in lessons, approaching deadlines, overdue work etc….
5. To work with individual students, establish current barriers to learning draw up a pastoral support programme and monitor progress towards set targets.
6. To support students to evaluate their progress and provide access to learning skills for personal development.
Pastoral
1. To mentor students and support the families of students who are eligible for the Pupil Premium and are Looked After including meeting all statutory requirements for child in the care of the Local Authority.

2. To manage a Pupil Premium pastoral support budget.

3. To support the Head of Year in 

4. To lead the CAF process, in conjunction with the Head of Year, for students in the Year.
Behaviour 
1. To support the return from exclusion process including initiation of a pastoral support programme.
2. To run a rehabilitation programme for students e.g. bullying, drugs etc…
Attendance 
1. Supporting the Heads of Year in the promotion of good attendance by:
i. Rewarding excellent attendance in liaison with the Head of Year
ii. Support the Head of Year role – admin etc…
iii. Contacting parents where necessary
iv. Liaison with EWO & School Attendance Officer
2. Arranging work for students on long-term absence/exclusions.
It is the Academy’s policy that all new employees serve a 6 month probationary period.

The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade.
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