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Campion School & Language College
Job Description

Job Title:    

Year Manager 
Responsible to:
Assistant Head teacher

Terms: 


Permanent, 37 Hours per week, 41 weeks 
Grade:   


I (Points 28 – 32)
Job Purpose
The Year Manager will be expected to support the aims and objectives of the school.  To be responsible for the pastoral and academic overview of their Year Group; to ensure that the Year Group is led and managed to ensure students achieve their optimum academic performance, enable personal excellence and engender a sense of pride in the Year Group and within the school.

Pastoral Management:

1. To assume overall pastoral responsibility for a year group and have accountability for these year groups of students across the curriculum;
2. To plan, implement, deliver and evaluate intervention programmes which enable students to achieve their best;
3. To assume responsibility for the welfare of students including student safeguarding; follow up incidents; maintain detailed records and student files; have meetings with parents during or after school as required, sometimes with other senior staff members; arrange sanctions where appropriate; communicate with parents; chair and attend Pastoral Team meetings;
4. To lead on formal intervention procedures e.g. CAF meeting and make appropriate referrals to external agencies on issues affecting learning and progress;
5. To keep accurate records of all communication with parents, all sanctions issued and any other pertinent pastoral information relating to students within the year group in student files;
6. Attend weekly meetings with the SLT link;
7. To be the first port of call for parents, after the Tutor, in relation to student successes, behaviour and barriers to learning;

8. To support the work of the Tutors and Heads of House e.g. leading the options process
9. To lead assemblies for the Year Group
10. To advise all staff about issues relating to the Year Group;

11. To be an exemplary leader in dealings with staff, students, parents and outside agencies;
12. To arrange and promote activities within the Year Group e.g. Leading primary transition (KS3)/Year 10 Work experience (KS4)
Curriculum Management:

1. To monitor and evaluate the standards of achievement and progress of a Year Group by analysis of student data and information.  To use the data to identify patterns of achievement,  identify and implement intervention measures;
2. To organise and lead progress meetings with teaching colleagues after internal progress checks and exams;
3. to liaise with Heads of Faculty/Department, Heads of House and other subject staff regarding student achievement;

4. To play a leading role in the Middle Leaders team and the Leadership Forum, so that decisions and outcomes at those meetings ensure the best opportunities for students in their Year.

5. To attend Faculty meetings when required to advise on strategies to support the progress of students in their year;
6. To present regular analyses of student progress and reports to the leadership of the school including SLT and the Governing Body;
7. To support the delivery of the CASE curriculum;

8. To monitor the rewards system across the Year Group including awards ceremonies.
Student Management:

1. To devise and implement intervention programmes for students who are not able to fully or easily engage in all aspects of school life;  

2. To support students in their learning, and encourage positive attitudes and behaviour in and around school;

3. To monitor punctuality and attendance, liaising with Tutors, the Parent Support Advisor, Attendance Officer and subject staff as required and to action any measures necessary to improve attendance including holding attendance reviews and rewarding good attendance through assemblies and other measures;

4. To encourage and develop parental contacts with Tutors and others as appropriate;

5. To liaise with Learning Mentors, Connexions Personal Advisors as necessary for the Year Team;

6. To liaise with outside agencies, including Social Services, Youth Services, CAMHS, the police;

7. To act as a focal point for child protection issues relating to the Year Group(s) and support the work of the Designated Member of Staff for Child Protection;

8. To liaise with individual teachers, departments and faculties in relation to behaviour and learning of individual and groups of students;

9. To promote student voice and get students actively involved in school life;

10. To take a lead in managing behaviour of the Year Group by championing the school’s Choose to Learn Policy;

11. To be on call and be available for students in the Year group(s) throughout the day;

12. To assist with admissions by holding admissions meetings with parents and student, deciding on the tutor group for new students and ensuring that new students are allocated a ‘buddy’ to assist with their settling in;
13. Manage any minor tutor group changes throughout the Academic Year and ensure that there is an induction programme in place for students entering the Year Group ‘midterm’;
14. To support the SLT link with the planning and implementation of key events for each Year, such as transition and GCSE Options Programme, including the organisation and delivery of options evenings, transition events etc.;
15. To organise the Parents’ Consultation and information evenings relevant to their year group.
General

1. Compliance with the Data Protection Act.

2. Willing to act as a school designated First Aider (training provided).

3. Willingness to undertake professional development suited to the post, including Health & Safety.

4. To participate in the staff performance management review process (appraisal).
5. Knowledge of and compliance with relevant school policies and procedures, e.g. health and safety policy, procedure to authorise expenditure.

6. To undertake any other duties and responsibilities, as required, appropriate to the grade of the post, personal skills and experience of the post holder at the discretion of the Operations Manager, to ensure the smooth running of the school.

7. to carry out such other duties and responsibilities as may be agreed with the Head teacher from time to time;

Note:  This Job Description will be reviewed from time to time with the Head teacher.

_______________________________________________________________________________

· All duties and responsibilities must be carried out with due regard to the School's Health and Safety Policy. 

· Post holders will be accountable for carrying out all duties and responsibilities with due regard to the Academy’s Equal Opportunities Policy. 

· Duties which include the processing of any personal data must be undertaken within the corporate data protection guidelines.

· This school is committed to safeguarding and promoting the welfare of children and young people / vulnerable adults and expect all staff and volunteers to share this commitment.

· All posts within this School are exempt under the Rehabilitation of Offenders Act 1974 and, as such, appointments to these posts will be conditional upon receipt of a satisfactory response to a check of police records via The Criminal Records Bureau.  

· Campion School operates a strictly No Smoking Site
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