JOB DESCRIPTION

	POST TITLE
	Deputy Head of Year (Progress and Behaviour)

	
	

	Purpose: 
	· To promote the highest standards of pupil behaviour, attainment and attitudes within the Year Group

· To monitor pupil progress and development of all pupils in the Year Group and liaise with other staff when interventions are needed

· To monitor pupil attendance within the year group

· To promote good attendance and punctuality

	Reporting to :
	Assistant Headteacher (Behaviour & Safety)

	
	

	Liaising with:
	Head of Year, Deputy Head of Year, Parents, Pupils, Tutors, Headteacher and other senior staff, Curriculum Leaders, other teachers, support staff and college council, SENCO and relevant non-teaching staff

	
	

	Working Time:
	37 hours per week – term time + 1 week (40 weeks)

	
	

	Salary/Grade:
	HCC Grade D 

	
	

	Disclosure level:
	Enhanced

	
	

	Accountabilities:
	

	
	Safeguarding and Child Protection

· Act as part of the Safeguarding team
· Attend Child Protection and Child in Need meetings as appropriate

Pastoral Area
· To encourage pupils’ engagement with the education process by supporting behaviour for learning

· To ensure all pupils in the Year Group know and understand the standards of behaviour expected from them and recognise that sanctions are fairly enforced
· To manage a positive and calm environment for pupils
· To have the confidence and ability to ensure pupils follow the College behaviour policy

· To follow up concerns about behaviour of the pupils in the Year Group travelling on buses to and from college

· To attend meetings and contribute to the work of the Pastoral Support Team

· To assist Head of Year at tutor team meetings

· To work with other colleagues to formulate aims, objectives and strategic plans for the pastoral area to reflect the needs of the CIP

· To work collaboratively with all members of the Pastoral Team

· Maintain appropriate Pupils’ Behaviour Records in terms of bullying, truancy, lateness and general attendance concerns

· Preparing drafts on written communications with parents and outside agencies with regards to attendance

· To ensure that Pupil Welfare is maintained at all times by working with the Pupil Welfare Support Officer to complete, review and update with parents and carers all PEEPS(Personal Evacuation Plans), and Individual Healthcare Plans in a timely manner in line with the Supporting Pupils with Medical Needs Policy
· Maintain and administer, when required, approved medication to pupils in secure conditions in accordance with prescribed courses of treatment and parental authorisation 
Progress

· To actively monitor and mentor pupil progress as directed by the HOY (including SEND, PP, G&T, GRT etc.)
Pupil Welfare

· Act as a Deputy Welfare Officer, covering and supporting welfare when required. This will require you to either already have or obtain a First Aid certificate. Training will be provided if required along with additional remuneration for this qualification.

	
	

	Staff Development:
	· To work with tutors to ensure all pupils wear the college uniform correctly

	
	

	Management Information:
	Pastoral Area
· Support the Head of Year to analyse behaviour data and help action plan accordingly in liaison with subject leaders and other staff

Progress

· Support the Head of Year to analyse and evaluate Year Group progress data and action plan accordingly with subject leaders and other staff

	
	

	Communications:
	· To communicate with and liaise with Pastoral Support staff in maintaining records and information in line with college policy

· To develop and maintain effective communication with families of pupils when there is a behaviour, attendance or progress concern

	
	

	Corporate and statutory initiatives – equalities / health and safety / e-government / sustainability:
	· Maintain an awareness of the college, national and statutory policies and requirements and apply these in the workplace



	
	

	Additional Duties:
	· To play a full part in the life of the College community, to support its distinctive mission and ethos and to encourage and ensure staff and pupils follow this example

· To continue personal development as agreed

· To engage actively in the performance review process

· Any other such duties as may reasonably be allocated by the Headteacher or Assistant Headteacher (B&S)


Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified

	
	

	Working Conditions:
	· Expected to maintain behaviour management standards of some children, some of whom can be challenging and difficult to deal with

· Health and Safety responsibility for self, children in an area which is a child-centred environment

· High confidentiality component and needs to hold the trust and confidence of both the pupils and teachers and parents.   If acquired information on child protection/family sensitive issues must be treated carefully and appropriately

	
	

	Context/Additional Information:
	· This role has a highly confidential component and requires the post holder to gain and maintain the trust and confidence of pupils and their families.  The post holder may be afforded access to child protection/family sensitive information and will be required to treat this accordingly

· The post holder may experience stress as a result of working with individuals with a diverse range of complex and demanding behaviours

· The role requires a high degree of integrity and a full understanding of the confidentiality of the issues with which the role holder will be dealing of both pupils and staff


