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K i r k l e e s
METROPOLITAN   COUNCIL
SERVICE AREA:
CHILDREN AND YOUNG PEOPLE


SECTION:

Royds Hall Community School

POST TITLE:
Community Progress Leader (HEAD OF COMMUNITY)
GRADE/SCALE:
Grade 9
1
PURPOSE OF POST

To assist the Lead Community Progress Leader in:-


i)   Managing the welfare of pupils.


ii)  Monitoring academic progress in the vertical Community.

2.
KEY AREAS


1.
Pupil Welfare


2.
Liaison

3.
Organisation, Evaluation and Monitoring


4.
General

3.
DUTIES AND RESPONSIBILITIES

1.
Pupil Welfare
1.1
Responsible for identifying any issues regarding the Community pupils and bringing these to management’s attention.

1.2
Responsible for discussing sensitive issues with parents/carers, for example, behaviour, uniform, attendance, etc.

1.3
To promote, encourage and maintain high standards of attendance, health and safety and dress.

1.4
To observe the School’s Child Protection procedures.

1.5
To assist in carrying out the School’s Discipline Policy.

1.6
To support the School’s Health and Safety Policy.

2. 
Liaison
2.1
To liaise with the Lead Community Progress Leader, Deputy Headteachers, SENCO and Form Tutors and attend any external meetings, SEN Meetings and Curriculum Support Meetings to ensure that pupils’ learning is adequately supported.

2.2
To liaise with Leaders of Learning to monitor progress of identified pupils.

2.3
Liaison with parents/carers.

2.4
To liaise with Learning Mentors regarding specified pupils, discussing progress, behaviour, etc.  Disseminate information to teachers as necessary/appropriate.

3.
Organisation, Evaluation and Monitoring
3.1
Co-ordinating the collection of relevant student data for all pupils within your care and to track academic progress and identify appropriate interventions. Also to provide tutors and the Lead Community Progress Leader with information to assist academic and personal monitoring.

3.2
Responsible for supporting all pupils decision making by providing and advising on relevant data.

3.3
Responsible for collecting, collating and monitoring relevant data.

3.4
Organisation of all relevant year group reports.

3.5
Co-ordinate the monitoring of the use of pupil planners and Academic Mentoring records by tutors to promote effective communication in school and within the home.

3.6
Collating information on the behaviour of the pupils via the school MIS 

3.7
Co-ordinate for the pupil provision of information regarding late to lessons by pupils and provide advice to specific pupils.

3.8
Co-ordinate the tutor team to provide effective and efficient timetabling within the year group.

3.9
To support the election of representative for School Council and assist in the organisation of the Council.

3.10
To organise and attend Parents Evening for a year group, communicating the evening to parents and staff, organising appointment sheets and liaising with caretaking teams.


4.
General

4.1
To undertake such other duties and responsibilities of an equivalent nature, as may be determined by the postholder's supervisor from time to time, in consultation with the postholder.

4.2
The postholder's duties must at all times be carried out in compliance with the Council's Equal Opportunities Policy and other policies designed to protect employees or service users from harassment.

a)
Take reasonable care of the health and safety of self, other persons and resources whilst at work.

b)
Co-operate with management of the Service as far as is necessary to enable the responsibilities placed upon the Service under the Health and Safety at Work Act to be performed, eg operate safe working practices.

c) It is the duty of the postholder not to act in a prejudicial or discriminatory manner towards service users or employees, including those who may be for example from minority ethnic communities, women, disabled or older people, lesbians or gay men.  The postholder should also counteract such practice or behaviour by challenging or reporting it.
d)
To carry out the above duties in compliance with the Council’s Environment Policy at all times.  In addition, the postholder shall endeavour to prevent pollution, comply with all relevant regulatory requirements regarding the environment and aim for continuous improvement in their environmental performance.

RESPONSIBLE TO:
Lead Community Progress Leader
RESPONSIBLE FOR:
None
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