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	Job Description: 

Year Leader
Scale:  SO2


                                                                           Updated: July 2018


	Post holder reports to:
Pastoral and Safeguarding Manager
Purpose of Job:
•
To develop the year identity and ethos, in collaboration with the Progress Leader and SLT, which promotes and supports student achievement, student wellbeing and development as young women.
•
To have oversight of, manage and support the students in one year group which is increasing from 240-270.
•
To be the first point of contact (email, telephone and face to face) for parents/carers and any relevant external agencies for students within their year group.
•
To ensure clear lines of communication with the Tutor team, Progress Leaders and other relevant members of staff to support students' personal, social, spiritual and moral welfare.
•
To maintain and model high standards of professional behaviour and presentation to reflect the expectations made of our students.
•
Any other duties as directed by the Headteacher.
Responsible for:

No line management responsibility.
Hours of work: 36 hours per week, term time plus 1 week. 



Main duties and responsibilities:
Data
· Have responsibility for and maintain up to date computerised records of student attendance and punctuality, sharing and disseminating information when required. Manage student records both paper and digital.

· Regularly review and analyse student attendance, punctuality, behaviour and achievement data (half termly) in order to identify trends or patterns which may impact on achievement; implement and monitor any necessary interventions.

· Lead and support tutors in the year group with monitoring and challenging poor attendance, punctuality and behaviour.

· With the Progress Leader have an understanding of and overview of progress data for the cohort to identify any patterns of underachievement which may be emerging linked to poor attendance and/or behaviour issues.

· Hold punctuality detentions at lunchtimes at least one day per week on a rota basis with other year leaders covering for absences as required. Manage the punctuality for a year group including daily morning duties on the gate, the sanctions, contacting parents, monitoring the tracker for triggers reports, managing and leading parent meetings in line with the procedure.
· Prepare information and data for relevant meetings - e.g. SSPs BSPs, multi­agency meetings, Governors' disciplinary panels and permanent exclusions, AEF referrals and reintegration meeting paperwork and historical pastoral information on the students. Attendance management service information and letters, medical evidence request letters, offsite provision inclusion referral forms, early help panels, pastoral data for progress monitoring meetings with the Headteacher.

Communication

•
Provide effective communication between staff, students and parents/carers with regards to students in the year group.

•
Work collegiately with other Year Leaders to develop a consistent school approach to school policy and procedures.

•
Organise parental interviews, where appropriate to address individual needs in year group.

•
Attend and contribute to relevant meetings pertaining to students in the year group - e.g. SSPs, BSPs, PEPs, multi-agency, Managed Move, and Core Child Protection meetings, attendance management service meetings and EHP's and progress monitoring meetings.

•
Organise any necessary associated paperwork for the meetings above and following the meeting monitor and follow up on any actions required.

•
With Progress Leaders and the Strategic Leadership Team contribute to and lead the planning and presentation of year assemblies.

•
Prepare and present the celebration and rewards aspects of assemblies (attendance, merits and commendations, uniform, etc.)

•
Have oversight of and lead parental meetings for students in the year group in relation to attendance and behaviour (e.g. EHP's and AEF reintegration meetings).

•
Contribute to the preparation and monitoring of reports to parents/carers and student references where relevant.

•
Work closely with and liaise with external providers - e.g. Social Services, careers, etc. - representing the school at meetings where appropriate.

•
Work with Access and Inclusion, H2L and any relevant external agencies to organise particular student interventions such as Care Plans or home tutoring; monitor the provision put in place.

•
Work collaboratively with the Safeguarding Officer to provide suitable interventions and support to students and families and when required, accompany the Early Help Officer on home visits.

•
Work with the Progress Leader on the preparation for Year Team meetings and deputise for them when required. Manage and deliver aspects of the year team meetings and lead meeting in progress leaders absence.
Organisation and Administration
· With the Progress Leader and/or SLT, lead on the organisation and administration for year group events and activities - e.g. visits and celebration events.

· Manage the administration of student planners, badges and direct students for all digital information such as logins and biometrics etc.

· Ensure that student records are organised and updated regularly on SIMS and that all confidential information is stored appropriately. Keeping behaviour, attendance and punctuality logs to record, track and identify patterns in pastoral data. 
· Setting up reports, having oversight of behaviour on SIMs.

· Have responsibility for in-year admission interviews, ensuring that they take place in a timely manner and the necessary identity documents are checked and collected. Following the interview, ensure with the Progress Leader, SLT, Access and Inclusion, EAL, safeguarding or external agencies on allocation to tutor and teaching groups and notifying relevant staff of the new starter.

· Liaise with the Progress Leader suitable academic assessments to be undertaken for in-year admissions and ensure that the student is suitably inducted into the school by providing them with a buddy, timetable, planner and Biometrics.

· Have oversight of any administrative tasks relating to a specific year group- e.g. transition, college references, ELD days, work experience and any other administrative task.

· Contribute to the organisation of and attend evening events relating to their year group - e.g. parents' evening, Open Evening, Celebration of Achievement Evening, Year 7 Showcase, Pathways evening, mock results evening, prom, residential and trips.

Supporting Students

To be a positive role model for students around the school.

Ensure that issues regarding attendance, punctuality, uniform and behaviour for the year group are addressed according to school procedures.

To take shared responsibility, with other Year Leaders, for follow up to 'on call'/ behaviour incident situations across the year group.

Provide initial support for individual behaviour concerns using a range of strategies, including informing and working with tutors and parents/carers, setting up and monitoring Behaviour Support Plans, referrals and Here 2 Listen.

Implement, monitor and review personalised Behaviour Support Plans with Access and Inclusion.

Hold individual or group detentions, or other sanctions, as the need arises, informing students and providing paperwork and administration for community service.

Have responsibility for the maintenance of a year group central display board (to include attendance and punctuality and achievement awards).

To be visible and available around the building at key times during the day including the start and end of the school day; lesson changeovers; break and lunch times; and during registration. To proactively engage with students during these times, to be aware of any potential "flash points" in relation to behaviour or peer relationships and to take suitable action (involving more senior members of staff as necessary).

Manage the monitoring and follow-up sanctions relating to mobile phones and uniform issues.

Mange the monitoring and investigation of social media incidents across the school to include incidents outside of the school day.

Support safeguarding team with home visits.

Chaperone students to A&E/hospital.
Additional requirements
· To work within the framework of the school ethos, adhering to the Code of Conduct at all times.

· To maintain high standards of professional behaviour and presentation

· To undertake any other duties commensurate with this grade which may be required.

· To participate in necessary training and staff development.

· Bluesky performance management. 

· To take responsibility for Health and Safety in the post holders area of work.

This job description will be reviewed annually.

EQUALITY AND DIVERSITY

We are committed to and champion equality and diversity in all aspects of employment within the London Borough of Newham.  All employees are expected to understand and promote equality and diversity in the course of their work.

SAFEGUARDING CHILDREN

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and uphold all relevant procedures.

	I have read the Job Description and agree to all the terms and conditions set out.  I also agree to comply with all School Policies, Child Protection and Health and Safety regulations.  I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the Leadership Team.
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