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Job Description 

 

Academy : Leeds East Academy 

Job Title: Year Manager – Non Teaching 

Grade: SO1 25,440 – 27,123 Pro Rata  £22,097 - £23,560 TTO + 5 Days 

Accountable to: Behaviour Modification Leader 

 

 

Role:  

Purpose of job: To contribute to the key objective of the Academy Development Plan, 

‘Raising standards of achievement’, working under the direction of the Behaviour 

Modification Leader and ensure that the pastoral care, personal development and 

safeguarding of students in the year group is of the highest standard. You will address 

attendance issues; seek help for students in need by liaising with colleagues, parents and 

external agencies and work closely with all stakeholders to ensure that “No child is left 

behind”. 

In addition, the Year Manager will be instrumental in dealing with disciplinary matters and 

the application of the Leeds East Academy Way. 

Responsible for: The pastoral care and personal development of students within the year 

group. 

NB:  All post-holders at The White Rose Academies Trust are responsible for improving the 

outcomes for learners and upholding the ethos of the Academies.  The five principles of the 

Children’s Act: Every Child Matters guide the work of every adult working at or associated 

with Leeds East Academy.  

 

 

General Duties and Responsibilities: 

 Work closely with the Behaviour and Learning Leaders to ensure maximum support for 

students at risk of disaffection and to facilitate early intervention. 

 Use whole academy student tracking information to have an oversight on the 

academic and pastoral progress of all students in the year group, plan for future 

interventions, setting measurable improvement targets. Where necessary, present 

reports to the Behaviour and Learning Leaders regarding individual or year group 

progress 

 Help uphold the academy’s principle of ‘respect for all’ by managing emotions and 

modelling good behaviour. 
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 Recognise students’ positive contributions within the academy and ensure that their 

achievements are acknowledged, thus embracing the ‘Every Child Matters’ agenda. 

 Regularly engage with colleagues, parents and carers to ensure a coordinated, 

partnership focused approach to dealing with individual student and year group 

issues.  

 Lead your year group, taking responsibility for all aspects of the role in a managerial 

capacity.  

 Maintain the professionalism expected of a Year Manager in all dealings with 

colleagues, students, parents and other professionals. 

 Maintain accurate records on all significant interaction, intervention or contact with 

individual students, their parents/carers, colleagues and any external agencies using 

academy agreed systems.  

 Be responsible for the implementation of positive and pro-active disciplinary measures 

within the year groups. 

 Assist in managing the Rewards and Sanctions arrangements within their school. 

 Develop relationships with students needing particular support in order that academic 

and behaviour progress targets are met. 

 Share and support the corporate responsibility for the efficient running of On Call, 

Moved room/Seclusion and any other pastoral duties as designated by the Behaviour 

Modification Leader. 

 In conjunction with the academy Attendance Officer, monitor and respond to poor 

attendance, truancy and absconding. Develop relationships with parents and plan 

interventions to engage with academy attendance expectations. 

 In conjunction with other year managers, the Behaviour Modification Leader and the 

MIS leader help, facilitate the smooth admission and departure of students to or from 

the academy. This includes the re-integration of pupils back into mainstream lessons 

following prolonged periods of absence or internal/external exclusion. 

 Assist Team Leaders, teachers, coaches and all other colleagues who require further 

action/consequences to support academy discipline initiatives. 

 Where necessary, attend and contribute to the organisation and smooth running of 

academy events such as open evenings, parents’ evenings and MYFTDs. 

 Attend academy meetings and training as directed by your Team Leader.  

 Support and enforce the academy uniform policy. 

 To contribute and assist with the behaviour modification programme of student at 

LEA. 

 Assist Behaviour Modification Leader in the organisation of assemblies. 

 Track and monitor student progress/attendance of PP students to ensure the gap is 

closed with other students. 

 Support in the administration and conduct of year group examinations (internal and 

external). 

 Assist during Fire Drills/Fire Emergencies and with other duties designed to keep 

students safe. 
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 Cover other year groups as required due to leave and staff absence.  

 Attend appropriate courses for personal professional development. 

 Other duties specific to your year group including but not limited to transition, careers, 

options, work experience, admissions, child protection and alternative provision.  

 

Specific Support  for children and families 

To assist families in ensuring that their children benefit from the appropriate educational 

opportunities available to them by applying or participating in a variety of casework 

techniques including: 

Initiating or contributing to 

 Early Help Assessment  

 Attend multi-agency Panels - in relation to attendance and any other educational 

issues 

 Solution focussed casework 

 Group work 

 Individual and family support work 

 Parenting skills development 

 Sign-posting to other services / agencies 

 Mediation to remove barriers to learning 

 Counselling skills 

 Ensure that parents are aware of their responsibilities in relation to exclusion from the 

academy and to use reintegration strategies for all children out of school. 

 

Partnership working 

 Work in partnership with the Police and AMB’s to undertake truancy sweeps / child 

employment sweeps. 

 Attend and send written reports to Initial Child Protection conferences, reviews and 

core group meetings for children. 

 Keep accurate up to date records of casework on the database. 

 Make full use of electronic recording as required by Education Leeds, reporting in 

line with local and regional requirements. 

 Ensure the Children Missing Education procedure is followed by the academy. 

 Working within the White Rose Academies Trust, undertake reporting and liaise with 

other offices to share good practice. 
 

Personal and professional 

 Ensure personal safety and security. 

 Evaluate and develop own contribution to the service. 

 To be available for and make use of regular supervision. 

 To attend training and development opportunities as appropriate. 

 To contribute to the development of the academy attendance strategy. 

 

Additional statutory functions 
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 To contribute towards a multi-agency approach to the issue of youth justice. 

 To ensure that Child Employment and children in Entertainment regulations are 

maintained. 

 To ensure that Elective Home Education procedures are followed. 

 

 

Other duties 

 To carry out morning, break, lunch and after school duties as required by the 

leadership team and supervision of EAL students during those times, where 

necessary.  

 Carry out any other duties as directed by the Principal. 

 

 

Equal Opportunities: 

 To promote equal opportunities in Education in Order that all children and families 

will gain optimum benefit from the service provided 

 To promote and ensure that all students and young people are happy, healthy, 

safe, successful and achieve economic wellbeing 

 

 

Generic Staff Requirements: 

 Uphold the professional standards expected of every member of Academy staff in 

all dealings with colleagues, students, parents / carers and the wider community 

 Adhere to the principles expressed in the aims of the Academy and its mission 

statement 

 Actively contribute to the continued development of the Academy by attending 

training, participating in relevant meetings, and putting forward ideas for 

improvement 

 Be a positive, collaborative team member 

 

 Apply Academy policies in all aspects of the role 

 Keep up to date with all aspects of the safeguarding children policy as it applies to 

the post 

Whilst every effort has been made to explain the main duties and responsibilities for the 

post, each individual task undertaken may not be identified. This job description may be 

changed by the Principal to reflect or anticipate changes in the job commensurate with 

the grade and job title. 

All postholders are accountable through The White Rose Academies Trust Performance 

Management Policy.  The Governors and Principals of The White Rose Academies Trust are 
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committed to safeguarding and promoting the welfare of children and young people and 

ensuring that safer recruiting procedures are in place. 

The White Rose Academies Trust is committed to safeguarding and promoting the welfare 

of its students and expect all staff and volunteers to share the commitment. Appointments 

will be subject to Safer Recruitment Procedures and a DBS check.  

We promote diversity and want a workforce which reflects the population of Leeds.  

Applications are welcome from all, irrespective of sex, sexuality, race, religion, marital 

status, age or disability. 

This job description will be reviewed annually. The post-holder may be required to take on 

additional responsibilities when necessary to ensure the effective running of the Academy. 

 

Signed  Dated  

 


