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	JOB DESCRIPTION

Year Group Manager


	PLACE OF WORK: Ebor Academy Filey

	CURRENT GRADE:  Salary points 5 – 7, currently £19,312 - £20,092 pro rata to weeks worked

	REPORTS TO:  Senior Year Group Manager
 

	1.
	MAIN PURPOSE OF JOB 
Year Group Managers are responsible (under the leadership of the Senior Year Group Manager) for the leadership and management of all aspects of behaviour, attendance and effort across a specific year group.  This year group would be changeable at the schools discretion.  


	2.
	KEY TASKS

	
	i. 
	Pupil behaviour:

· It is the responsibility of the Year Group Managers to keep standards of behaviour high in their assigned year group by effectively implementing the academy’s sanctions systems and policies. 

· It is their prime responsibility to make sure that pupil behaviour within their assigned year group is properly monitored at the appropriate level and that the right information about behaviour is recorded and communicated to the Senior Year Group Manager/Headteacher. Lists of pupils monitored should be reviewed at each meeting. 

· Catalogues within Progresso are created and kept up to date on the most recalcitrant pupils. 

· In addition to daily monitoring of pupils via report sheets and planners, the Year Group Managers should check the planners of their year group at least once a term. Such checking will pick up pupils who are beginning to cause concern but who have not already been referred by form tutors. It will also enable the Year Group Manage to check for graffiti, and very importantly, to praise pupils who are doing well. 

· The Year Group Managers along with members of the Extended Leadership Team will be on call for more serious incidents of poor behaviour

· They, along with the Senior Year Group Manager, will also nominate pupils for Awards Ceremony certificates for Commitment to Work.  The Year Group Managers will also become aware of pupils experiencing emotional problems and will find time to talk through these with them. 

· If appropriate the Year Group Managers will liaise with the Senior Year Group Manager regarding mentoring or referral for external help.
· To work alongside their assigned SLT member to introduce an effective rewards system for their assigned year group


	
	ii. 
	Attendance and Punctuality:

· It is the Year Group Managers responsibility to ensure that all form tutors for their assigned year group are completing registers accurately. Entries for individual pupils who are causing concern are checked frequently. 

· Form tutors should be encouraged to look for patterns of absence as well as pupils absent for particular periods within their assigned year group.  Incidences of lateness, truancy and general poor attendance is properly followed up and effectively dealt with.   Detentions must be given by the form tutor or the Year Group Managers for lateness and truancy according to agreed procedures.  

· The Senior Year Group Manager should be informed weekly and, if necessary, more frequently of all ongoing and new cases. A record is kept of pupils discussed weekly and the Year Group Managers must try to ensure that persistent cases are being followed up.  

· Where necessary, home visits most be conducted daily under the guidance of the Senior Year Group Manager, of students whose attendance may be a concern.
·  In accordance with the academy’s policy.  The Year Group Managers should check attendance totals for pupil reports should be analysed closely and used to review monitoring. Letters of concern are sent home at report time to those with an attendance below expectation.  

· It is the Year Group Manager’s responsibility to ensure that all requests for holidays in term time are dealt with k the attendance of a pupil requesting leave of absence and should write to the parent if the holiday is unauthorised.  The Year Group Managers should record all unauthorised holidays in the register.

	
	iii. 
	Internal Exclusion (Isolation)
· The Year Group Managers  will ensure that Internal Exclusion is covered each lesson, every day and that a calm and purposeful environment is maintained

· Year Group Managers  will cover periods of IE across the two week cycle and, as far as possible, this responsibility will be shared equally

· The Year Group Managers  will ensure that work is completed by students and returned to teachers

· Reports on the reasons for students being placed into IE will be created half termly, analysis done and shared with Senior Year Group Manager  

	
	iv. 
	Pupil appearance:

· It is the responsibility of the Year Group Managers to make sure that pupils in their assigned year group maintain a smart appearance. 

· The academy’s uniform policy should be implemented by the Year Group Managers and through tutors, through briefings and through personal intervention. Persistent offenders are closely monitored. 


	
	v. 
	Reporting

· It is the responsibility of the Year Group Managers  to ensure that accurate data is stored and analysed on all aspects of behaviour and attendance at the academy

· Data must be acted upon if it is to have impact and the Year Group Managers  will work with the Senior Year Group Manager  to ensure that patterns of poor attendance and/or behaviour are identified and interventions put in place

· The Year Group Managers  team will also ensure the all Inclusion data (behaviour, attendance, IE and exclusion) is compiled in readiness for the half termly Governors meetings with evidence of intervention and impact
· On occasion, and under the guidance of the Senior Year Group Manager , case studies or internal reviews may need to be completed for specific students

· Where necessary the Year Group Managers, with guidance from the Senior Year Group Manager, will complete paperwork associated with the behaviour and attendance of students.  This may include but is not limited to: holiday requests, PSPs for readmission meetings, paperwork linked to student exclusions, student admissions and student leavers 

	
	vi. 
	Investigations 

· When it is necessary to investigate an incident in order to get to the truth of what happened, the Year Group Managers will normally have responsibility for that investigation. 

· Investigations must be carried out as impartially as possible; as many witnesses as necessary should be spoken to.  
· The Year Group Managers along with members of the SLT if needed will decide any next steps.

·  Year Group Managers will understand that a reputation for being fair is crucial to the maintenance of good order and is particularly important when dealing with allegations of bullying. 

	
	vii. 
	Communicating with parents:

· A Year Group Managers should make every effort to return a parent’s phone call as soon as s/he can (within 24 hours if possible and appropriate). When a parent needs to be informed of a problem or an incident in the academy, the Year Group Managers should use their discretion as to whether communication should be by phone or letter. 

· When a pupil is placed on report, the parents should be informed by letter. A Year Group Managers should look for opportunities to communicate with parents when a pupil deserves to be congratulated.
· Where necessary the Year Group Managers will meet with parents and students to discuss incidents of poor behaviour or when attendance is becoming a concern.

	
	
	Comply with all Academy and Trust policies and procedures.



	
	
	To co-operate in any staff development activities required to carry out effectively the duties of the post and to participate in the Trust’s appraisal process.



	
	
	Any other reasonable duties commensurate with the level of the post.



	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

n/a
 

	4. 
	MAIN CONTACTS AND RELATIONSHIPS

Internal: Teachers, Senior Year Group Manager , SLT
External: Parents, Prevention and other Local Authority services


	5. 
	SPECIFIC AREAS OF RESPONSIBILITY
To work with the Senior Year Group Manager  and other middle leaders to ensure that behaviour and attendance within their year group are in line with academy targets and expectations.


	PERSON SPECIFICATION



	1.


	KNOWLEDGE AND QUALIFICATIONS

Essential, i.e. the postholder must have:
· Good general education, including maths and English to level 2

· Good understanding of KS3 and KS4 students, SEND, safeguarding and child protection issues
· A well-developed understanding of strategies to manage and support young people with challenging behaviour in a school environment. 
Desirable, i.e. the postholder would ideally have:

· Broader training and qualifications in Child Protection and Safeguarding


	7. 
	EXPERIENCE

Essential, i.e. the postholder must have:
· Recent experience of working with KS3 and KS4 students in an educational setting
· Up to date knowledge of strategies to improve attendance and behaviour

· A well developed understanding of strategies to manage and support young people with challenging behaviour in a school environment.
 

Desirable, i.e. the postholder would ideally have:

· Recent experience of working with other agencies linked to promoting good attendance, wellbeing and behaviour within schools


	8. 
	SKILLS AND PERSONAL QUALITIES

· Competent user of IT, especially Microsoft and Google packages
· Ability to work sympathetically yet purposefully with challenging young people. 
· An excellent team player

· Good attention to detail

· Ability to be proactive and take the initiate

· Able to analyse and report on data accurately.

· Excellent communicator, verbally and in writing, with ability to communicate effectively at all levels.

· Self-motivated and organised.

· Responds well to challenge and pressure.
· Proven ability to communicate effectively with adults and young people including through written and verbal communication. 
· Committed to personal professional development.

· Commitment to Equality and Diversity in the work place.

· Commitment to the Safeguarding of younger people.

Desirable, i.e. the postholder would ideally have:

· High-level IT skills for reporting purposes.

· Recent training relevant to working with young people with challenging behaviour and/or poor attendance



�Repeats knowledge – are there any more specific experience statements in this regard?





�This requirement isn’t reflected in the JD, maybe analytical skills may be better.





