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Foxford Community School
Castle Phoenix Trust
JOB DESCRIPTION
	JOB TITLE


	Assistant Director of Learning KS4 (Assistant Pastoral Manager – KS4)



	GRADE
	Grade 6 - £25,801 to £32,029 pa (pro rata to term time only plus 1 weeks, £22,290 to £27,671 pa) 

	HOURS
	37 per week, term time only + 5 teacher training days 


Job Purpose:

To manage and support the work of students to ensure that they reach optimum performance both academically and personally, in collaboration with other stakeholders.  

To ensure students maximise use of the opportunities offered to them, to enable students to become lifelong, independent learners, confident citizens who are able to make a positive contribution to society.
To establish and maintain positive and professional relationships with students, staff, parents and all other stakeholders.
Duties and Responsibilities:

Curriculum Management

· To liaise with teaching staff, faculty and subject leaders in relation to student achievement, behaviour and the teaching and learning needs of individuals and groups of students.

· To support the development and monitoring of PSHE, Spiritual and Moral education and Citizenship across the curriculum alongside Directors of Learning.
· To work closely with the Directors of Learning to monitor and evaluate assessment data across the key stage, identifying trends in student performance and especially of groups such as English as an additional Language, SEND, disadvantaged, high, middle and low attainers and Looked after Children.

· To define and implement intervention strategies to support students in their learning and to evaluate and report on the outcomes and effectiveness of those strategies.

· To work with the Directors of Learning/SENCO to develop Individual Learning Plans and Individual Behaviour Plans. 

· To support the Year Councils. 

· To coordinate coursework catch up and revision sessions.
· To work flexibly across key stages as school priorities and/or responsibility may change.
Student Management

· To encourage positive attitudes and behaviour around the school.

Student Management (Continued)

· To monitor, encourage and develop strategies to promote high standards of attendance and punctuality, in liaison with tutors, the Attendance Officer and parents/carers.

· To encourage and develop parental contacts with tutors and others as appropriate.

· To liaise with Learning Mentors and other internal agencies as necessary.

· To liaise with our Family Support Worker.

· To work with Directors of Learning to coordinate charity and community work in the key stage.

· To take a lead in monitoring behaviour and managing behaviour by taking detentions and supervising the isolation of students.

· To be on-call and available for students throughout the day.

· To ensure accurate and effective student records, reporting, monitoring.

· To maintain a visual presence and undertake learning walks to ensure student engagement/positive behaviour, positively intervening to encourage effective outcomes and good learning habits.

Professional

· To take a key stage safeguarding lead in line with the needs of the school’s safeguarding team.

· To participate in Parents’ Consultation Evenings
· To contribute to key school priorities as determined on a regular basis

· To make notes and or record minutes of meetings and to ensure accurate, timely completion of all administration.

· To undertake break and/or lunchtime duties around the school site.

· To carry out other such duties and responsibilities as may be agreed with the headteacher within the scope and the spirit of the job purpose, the title of the post and its grading

· Carry out the duties of the post with due regard to the school's equal opportunities policy, safeguarding, data protection, finance and health and safety procedures 

· To be accountable for promoting and safeguarding the welfare of students responsible for, or who in contact with.

Special Requirements

Safeguarding
To be accountable for promoting and safeguarding the welfare of students responsible for, or who in contact with.

The Trust is committed to safeguarding, promoting the welfare of children and young people and creating a culture of vigilance and expects all staff and volunteers to share this commitment and vigilance.  The appointment of the successful candidate will be conditional upon the receipt of a satisfactory response to a check of police records via the Disclosure and Barring Service.

Duties which include the processing of any personal data will be undertaken in accordance with the Trust’s GDPR policy.
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