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	Post Title:
	Support and Guidance House Leader (non-teaching)

	Grade:
	Trust Grade 6 


	Date:
	September 2019

	Responsible to:
	Vice Principal (Pastoral)

	Hours:
	37 hours per week, Term Time Only


	Post Title:
	Support and Guidance House Leader (non-teaching)

	
	

	Location:
	Granville Academy


	The Strategic Vision 

To ensure that all the children and young people in our care have the opportunity to fulfil their potential through achieving highly, regardless of their ability or background through the following strategic aims:
1. Deliver a high-quality education for all pupils
2. Recruit, develop and retain high-calibre members of staff
3. Establish and develop robust governance
4. Ensure financial probity and viability
5. Develop a highly-efficient trust infrastructure and central services
6. Establish effective systems to support the sustainable growth of the trust

Role Purpose
· To support the promotion of high standards of student learning, attainment, behaviour and progress.
· To support and implement all academy policies, consistently upholding our vision and ethos.
· To assume pastoral responsibility for a House of students and tutors.
Main Roles and Responsibilities 
· To lead a team of form tutors, ensuring effective pastoral support to students in the Academy, supporting their behaviour, attendance and welfare in order to secure the best possible outcomes. 

· To follow up all incidents of unacceptable behaviour, taking appropriate action in line with Academy policy and communicating this with parents.  

· To promote strategies to develop positive attitudes for learning, supporting all students in the House to be equipped for lessons, follow lesson expectations, complete homework and adhere to the dress code and Code of Conduct.
· To issue, collect and follow up Behaviour Report Cards for individual students, sending out letters and maintaining regular home-school contact for all students on report.
· To make organisational arrangements for the admission and induction of new students to the House.
· To organise and lead House Council / House team meetings / other House meetings.
· To organise and lead House assemblies including Reward Assemblies and events.
· To support the completion of ROA statements, applications and references for current and ex-House students.
· To arrange for work to be set and collected for fixed term exclusions and other student absence.
· To monitor student attainment and progress across the House, ensuring underperformance is identified, liaising with Directors of Learning and teaching staff as appropriate.
· To promote and safeguard students’ welfare, liaising with external agencies and internal staff as necessary.
· To implement and manage strategies to ensure good student attendance and punctuality. 

· To provide efficient, effective and proactive organisational and administrative support for the House.
· To lead and plan assemblies and weekly tutor time activities promoting well-being, safety, social, moral and cultural development. 
· To liaise with parents and outside agencies at parent evenings and other meetings as requires.
· To maintain accurate records in student files and on MyConcern.
· To act as a Designated Safeguarding Lead (once trained).
· To be part of the Academy On Call Rota.
· To supervise students removed from lessons working in the Behaviour Support Centre or in Support and Guidance.
· To maintain regular contact with families/carers requiring additional support. 

· To complete paperwork and referrals to external agencies and represent the school at meetings as required; e.g. MAT meetings, Case conferences, PEP, TAF, managed moved and acting as lead professional.
· To lead on all actions from the Attendance strategy to improve House attendance. 

· To lead a whole school responsibility (to be negotiated) from Anti - Bullying, Rewards and Student Leadership. 

· To support the delivery of Information and Guidance to the tutor group, including writing references, statements and reports as required.
· To prepare governing board report and attend meetings as required.
· To maintain accurate records on SIMS, e.g. detentions, incident reports, behaviour and target report cards, student scans, minutes of meetings.
· To assist with writing, checking and administration of student reports. 

· To arrange and organise House events and competitions.
Additional Duties
· To be a mentor for targeted students.
· To attend and participate in, all relevant meetings as required.
· To attend and participate in Continual Professional Learning as required.
· To participate in the duty rota before, at break, lunchtime and after school.
· To supervise IEX /Seclusion as part of the rota system. 

· To conduct student interviews and questionnaires as part of the School Self Evaluation process.
· To attend Parents Evenings and special events as relevant to the House.
· To escort trips and visits as required. 

· To undertake short term and emergency cover for absent staff.
· To exam invigilation and access arrangement cover as required.
· To work Inset days or make up disaggregated time. 

· To provide first aid cover (once trained).



	Special Features 
· The post holder shall be required to work in any of the schools/academies within The de Ferrers Trust group of academies as directed by the Chief Executive.
· Be a professional role model, and understand and promote the aims and values of the Trust.
Professional Accountabilities (this list is not exhaustive and should reflect the ethos of the Trust)
The post holder is required to be aware of and comply with policies and procedures relating to child protections, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.  In addition, they are to contribute to the achievement of the Trust’s objectives through:

Safeguarding

· To promote and safeguard the welfare of children and young people you are responsible for or come into contact with.

· To be fully aware of and understanding the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people

· To read part 1 of Keeping Children Safe in Education and updates as provided by the academy.
· To read, understand and uphold the academy Health and Safety and Safeguarding policy and procedures.
· To be aware of the indicators of concern and symptoms of abuse by completing annual safeguarding training and training relevant to current national safeguarding issues such as Prevent, CSE, FGM.
· To report all causes for concern to the Safeguarding team using MyConcern.
· To apply the behaviour management system so that effective learning can take place.
Financial Management

· Personally accountable for delivering services efficiently, within budget and to implement any approved savings and investment allocated to the service area.
People Management

· To comply and engage with people management policies and processes;

· To contribute to the overall ethos/work/aims of the Trust;

· To establish constructive relationships and communicate with other agencies/professionals;

· To attend and participate in regular meetings;

· To participate in training and other learning activities and performance development as required;

· To recognise own strengths, areas of expertise and use these to advise and support others.

Equalities

· To ensure that all work is completed with a commitment to equality and anti-discriminatory practice, as a minimum to standards required by legislation.
Health and Safety
· To ensure a work environment that protects peoples’ health and safety and that promotes welfare and which is in accordance with the Trust’s Health and Safety policy.

	Corporate Responsibilities

· To assist with student needs as appropriate during the school day 

· To show support for and uphold our ethos, value, all policies and procedures 

· To promote high standards in attendance, punctuality and appearance adhering to Staff Code of Conduct

· To support the induction of new staff, students and apprentices

· To communicate effectively and professionally, both orally and in writing

· To make a positive contribution to the wider life and ethos of the school

· To act with professionalism, integrity and with due regard to matters of a confidential nature at all times

· To comply with any reasonable request from a manager or Principal to undertake work of a similar level or commensurate with role and level of responsibility that is not specified in this job description.



	Person Specification – Assistant Achievement House Leader

	Attributes
	Essential
	Desirable
	How Identified

	Education and Qualifications
	NVQ Level 3 or equivalent 

5 of more GCSE A*-C including English and Maths 
	Higher level relevant qualification

Trained in matters relating to the

Safeguarding of children
	Evidence of qualifications

	Experience of 
	Recent experience of working in a supportive

role within an educational setting 11-16 year olds

Experience of analysing data to track student performance.


	Experience of pastoral support ideally in a school setting 

Experience of safeguarding issues

Liaising with external agencies  
	Application letter

Interview 



	Knowledge and skills 
	An understanding of the potential barriers to

learning faced by young people and how they can be overcome

Knowledge of Safeguarding legislation and

Procedures including Prevent 

Secure knowledge and understanding of the secondary education system

Understanding of the national performance criteria which schools are measured against

De-escalation strategies 

Literacy, Numeracy and ICT skills to analyse and present data/reports
	Ability to confidently use ICT software specifically Microsoft Office, SIMS and MyConcern
	Application

Interview

	Personal skills and attributes 
	Resilience, patience and professionalism to manage children in a calm yet authoritative manner

Ability to encourage and maintain a good standard of discipline through positive relationships and mutual respect

Ability to communicate to a variety of

stakeholders professionally

A commitment to equal opportunities and inclusion

Ability to establish good and productive working relationships and work well in a team

Ability to meet deadlines

Able to empathise with others and yet be firm and assertive 

Personal presence

Ability to manage own workload and work on own initiative

Well-developed interpersonal skills

Solution focused  

Is committed to the continuous self-development 
	
	Application

Interview

References 

	Special Requirements
	Driving License


	Enhanced DBS clearance
	


	Note 1

The contents of this job description will be reviewed with the post holder on an annual basis in line with the Trust’s appraisal and pay policy.  


Note 2:

In addition to the ability to perform the duties of the post, issues relating to safeguarding and promoting the welfare of children will need to be demonstrated these will include:

· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people.

· Emotional resilience in working with challenging behaviours and

· Attitudes to use of authority and maintaining discipline.

Note 3:

Due to the nature of the work, this post is exempt from the Rehabilitation of Offenders Act 1974 and the post holder must have a satisfactory Enhanced Disclosure (via the Disclosure and Barring Service) the duties outlined in this job description may be modified by the Principal, with agreement of the post-holder, to reflect or anticipate changes in the job, commensurate with the salary and job title.
