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GATEACRE SCHOOL

JOB DESCRIPTION

TITLE OF POST:

Assistant Head of Year
GRADE:


Job Evaluation Grade 6 
TERM TIME SALARY:
£30,527 – £34,513 pa
ACCOUNTABLE TO:
Head of Year / Assistant Headteacher (Behaviour and Attitudes /DSL) / Head Teacher
PURPOSE OF JOB:  Working with the Head of Year to monitor the progress of students’ to support individuals and groups of students who are experiencing barriers to learning both in the classroom and around the school and to staff and maintain the Resolution Room on a rota basis.
The post holder must at all times, carry out his or her duties and responsibilities in accordance with the aims of the school and in such a manner as to enhance the good reputation of the school.

Main Activities and Responsibilities

To support the work of Heads of House and the Assistant Head Teacher (Behaviour and Attitudes /DSL).
1. To work as part of the Pastoral Team, to meet the attendance, welfare and learning needs of students.

2. To liase with parents, teachers and outside agencies/providers, (for example Social Services, BEST and CAMHS), over punctuality, attendance and welfare concerns.

3. To monitor and support students who access alternative educational and vocational provision.

4. To take accounts from students, receive reports from teaching staff, complete incidence reports and refer incidents appropriately.

5. To assist with referrals and maintain records of referrals.

6. To patrol corridors around the school buildings.

7. To identify students for rewards and sanctions.

8. To provide individual support for identified students to enable their reintegration into lessons.

9. To deal with matters of pupil discipline in line with the schools policies.
10. To support students in the classroom as appropriate
11. To ‘Pupil Watch’ agreed cohorts or individuals
12. In the case of student illness, assess students fitness to remain in school, in context of their attendance and health record and update the students medical notes on Sims accordingly.
Resolution Room
1. To staff and maintain the Resolution Room, ensuring that records of all student referrals are kept up to date. 

2. To manage referrals as they are agreed with the appropriate Head of Year/Assistant Head Teacher.
3. To maintain appropriate documentation including provision mapping.

4. To agree, draw up and manage individual integration / reintegration plans or action plans for new students and those returning after a long term absence.

5. To monitor, assess and report upon agreed Return & Learn attendance intervention.

6. To maintain the tracking system to demonstrate the progress of students.

7. To liaise with subject teachers to ensure that students are provided with work to ensure they have appropriate access to the curriculum.

8. To develop, deliver, monitor, assess, record and report agreed programmes of study to identified students within the structure of the Support Room.

9. To support students on individualised timetables.

10. To manage timetabling of students within the Resolution Room so that appropriate group dynamics are maintained.

11. To ensure that students enter the Resolution Room as timetabled.

12. To ensure that students with a specific ‘time out’ card have followed appropriate procedures regarding their use and that their time in the Resolution Room is recorded and reported to the subject teacher and Head of Year.

13. To agree and formulate Student Information plans for those accessing the Resolution Room by having a meeting with the student after the initial referral and to involve parents and carers in this process.

14. To plan, manage and risk assess any off site activities which are part of the Resolution Room remit.

15. To closely liaise with other members of staff, parents and carers and students, keeping them informed of progress.

16. To work and liaise with outside agencies who support students accessing the Resolution Room. 

Any other duties, which may arise during the course of work and as, authorised by the Head Teacher.  Such duties will be commensurate with the general level of this post and will be subject to the skills and abilities of the post holder
The main duties of this post will be reviewed in the light of experience and development in the post.  Any review will be undertaken in conjunction with the post holder.

Hours of employment: 35 hours per week (8:30am to 4:00pm including a 30 minute unpaid lunch break), term time only.  

Health and Safety:  Employees are required to observe the provisions of and adhere to the School’s policies.
Safeguarding: All staff have a responsibility to provide a safe environment in which children can learn and, where there is a concern about a child’s welfare should follow the referral processes set out in the schools Safeguarding Policy.
Please note that we operate a no-smoking policy throughout the whole school site.

February 2024
Person Specification for the post of Assistant Head of Year.

Essential Criteria

	Criteria
	Method of Testing

	Good standard of general education to include competency in numeracy and literacy
	Application / Interview

	Experience of working with challenging young people in a school setting
	Application / Interview

	Ability to develop effective relationships with students, parents/carers, colleagues and external agencies
	Application/ Interview/ Exercise

	Ability to demonstrate a knowledge of the issues involved in managing young people effectively
	Application/ Interview/ Exercise

	Good communication skills, both written and verbal
	Application / Interview/ Exercise

	Ability to work on own initiative
	Application / Interview/ Exercise 

	Effective time management and personal organisation
	Application / Interview/ Exercise

	Ability to enforce school policies and matters of pupil discipline.
	Application / Interview/ Exercise

	Ability to respect matters of confidentiality
	Application / Interview

	Willingness to undertake applicable training relating to the post.
	Application / Interview

	Approachable, courteous and able to present a positive image of the school at all times.
	Application / Interview

	Ability to work as part of a team, flexible, dependable and loyal.
	Application / Interview

	Ability to demonstrate effective listening skills
	Application / Interview/ Exercise


Desirable Criteria

	Criteria
	Method of Testing

	Three grade C or above GCSEs (or equivalent) including Maths and English
	Application / Interview

	Good ICT qualification (e.g. ECDL or equivalent)
	Application / Interview

	Evidence of the ability to innovate
	Application / Interview

	Willingness to visit other establishments to obtain best practice.
	Application / Interview


