CROMPTON HOUSE CHURCH OF ENGLAND SCHOOL
JOB DESCRIPTION

	JOB TITLE

                       
	 Assistant Head of Year Pupil Premium & CLA Champion 

	DEPARTMENT
	Student Support Services 
	HOURS
	36 hours 40 minutes per week, Term time plus 3 days

	GRADE


	Grade 4 (SCP 12-17)


	JE CODE
	


	JOB PURPOSE

To be responsible for providing effective pastoral support, addressing the needs of students who need help to overcome a number of barriers to learning, which potentially can be complicated, both inside and outside the school, in order to achieve their full potential. The role will be to work under the supervision of the Designated Teacher and support CLA (Children who are Looked After), PCLA (Previously Looked After Children) and Pupil Premium pupils in particular.




	KEY TASKS


	1.
	To work with teaching and other staff, in the assessment and monitoring of students to identify those who need extra help to overcome barriers to learning, including behaviour.


	2.
	To assist in collating and analysing a range of data, information and reports which relate to different areas of pupil learning, welfare and attendance, relating to Pupil Premium students. To assist the Designated teacher in compiling PEPs and reports.


	3.
	To bring all issues relating to Child Protection to the immediate attention of the Designated Safeguarding Lead


	4.
	To target efforts on pupils who have been identified, such as:

· at risk of under-achieving

· working in the Internal Exclusion Unit
· “Gifted and talented”

· Special Educational Needs, including those with Social, Emotional and Behavioural disorders



	5.
	To liaise with teaching staff and members of the Student Support team to draw up Pupil Support Plans (including mentoring opportunities) for pupils identified as needing support, thinking creatively to appeal to and engage with pupils, and address a number of potentially complicated barriers to learning which may need a number of different strategies to address, and to monitor and report on the implementation of the plans.


	6.
	To contribute to the development of action plans appropriate to the individual needs and circumstances of Pupil Premium students. To undertake regular monitoring and reviews to track progress, and work towards the objectives in the plan.  To adjust the milestones and objectives as appropriate in light of pupil’s progress and development.


	7.
	To establish and maintain a one-to-one supportive relationship with pupils referred to the service, aimed at achieving the goals defined in the plan.  The role may also involve working with small groups of pupils.


	8.
	To provide objective and accurate feedback and reports, both written and verbal, appropriate to the intended audience regarding pupil progress and achievements, ensuring the availability of suitable evidence, including maintaining accurate records of all meetings with students and communications with parents/carers.


	9.


	To maintain regular contact with families/carers of children receiving support and encourage positive family involvement in the pupil’s learning. To keep them informed of the pupil’s objectives and progress, and to secure positive family support and involvement.  This could include conducting home visits to facilitate this and may mean flexibly working to achieve this.


	10.


	To liaise with external agencies and internal teams involved in supporting pupils, establishing links and maintaining positive working relationships to facilitate successful outcomes for pupils. This would include attendance at relevant meetings, e.g. CAF Meetings, PEP meetings, finance meetings etc. To keep a well-managed diary so that the designated teacher is fully abreast of the meetings and scheduled reviews.


	11.
	To act as a point of contact for accessing specialist support (e.g. social services or out of school study support) and a range of community and business based programmes and to facilitate the sharing of information (including Early Help/CLAs, SEND/Inclusion teams) to maximise support for all learners.


	12.


	To work closely with teaching staff and other members of the Student Support team to draw up Pupil Support Plans (including mentoring opportunities) for pupils identified as needing support. 


	13.
	To take a lead role in the process of transition from other schools, supporting pupils to integrate into the school, and contributing to the identification and removal of potential barriers to their learning.



	14.


	To use school systems and procedures to positively reinforce good behaviour, anticipate and manage challenging behaviour and conflict, improve attendance and remove barriers to learning.  To follow the School’s policy and procedures on safeguarding and to promote pupil’s awareness of personal safety and well-being.



	15.
	To undertake investigations of specific behavioural incidents and to report findings to the Designated Teacher or Head of Year as appropriate.


	16.
	To assist with pastoral and uniform detentions at lunch time and after school, and assist with supervising the Internal Isolation room.


	17.
18.


	To support Heads of Year in the preparation and delivery of events and to be prepared to work flexible hours e.g. for summer schools, homework clubs, study support etc.
To work directly with the designated teacher to assist them to fulfil the statutory obligations of their role. To provide efficient and effective administrative support to the role, in particular the work will be in relation to Pupil Premium Students.



	19.
	 Provide administrative support to the Student Support team as required and facilitate the Exclusion process by assisting with the administration and communication needed for an efficient communication of issues with parents/carers or other agencies.



	STANDARD DUTIES



	1.


	To understand the importance of inclusion, equality and diversity, both when working with pupils and with colleagues, and to promote equal opportunities for all, respecting the rights of other staff and students to be treated with dignity at work.


	2.


	To uphold and promote the values and the faith ethos of the school.

	3.


	To implement and uphold the policies, procedures and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection, ensuring confidentiality as appropriate.



	4.


	To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g. challenging a stranger on the premises.



	5.
	To participate and engage with workplace learning and development opportunities to continually improve own performance and that of the team/school.



	6.
	To attend and participate in relevant meetings as appropriate.



	7.
	To undertake any other additional duties commensurate with the grade of the post. 




	CONTACTS

Pupils, colleagues within the school, staff of the local authority, other education and healthcare professionals, parents, carers and guardians and visitors to the school



	RELATIONSHIP TO OTHER POSTS IN THE DEPARTMENT



	Responsible to:


	Designated Teacher

	Responsible for:


	


	SPECIAL CONDITIONS 

Enhanced DBS check



	
	DATE
	NAME
	POST TITLE

	PREPARED
	MAY 2021
	DD
	Deputy Head Teacher

	
	
	
	

	REVIEWED


	MAY 2021
	JY
	Business Manager

	REVIEWED


	MARCH 2019
	KN
	Head Teacher


Crompton House School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
SIGNED (POSTHOLDER) …………………………………………………………..

DATE ………………………………………….
PERSON SPECIFICATION

Job Title: Assistant Head of Year 
	
	Selection Criteria

Essential
	Selection Criteria

Desirable
	How Assessed

	Education & Qualifications
	5 GCSEs at Grade C or above, including Maths and English or equivalent

	NVQ 4 – Learning, Development & Support Services (LDSS) or equivalent

A’ Level or equivalent standard qualifications. 

Graduate status or evidence of higher education.

	AF / I



	Experience
	Experience of working with children and young people to overcome barriers to their personal, social or learning development

Experience of using and integrating ICT as part of the learning process

Experience of working in a team collaboratively to share ideas and achieve objectives

Experience of completing paperwork, writing straightforward reports and undertaking clerical work


	Experience of working with pupils/students in a pastoral role in an educational setting

Experience of supervising a team, giving instructions and checking work has been completed to set deadlines and quality standards

Experience of drawing up individual action plans, monitoring their implementation and making adjustment relating to the progress of a young person or changes in their circumstances

Experience of working with CLA, completion of PEP’s 

Experience of Social Care systems


	AF / I

AF / I

AF / I

AF / I

AF / I



	Skills & Abilities
	Ability to draw up individual pastoral support plans.
Communication skills to influence, persuade, motivate and engage with a wide range of children, young people and their families

Interpersonal skills to form and maintain positive working relationships with pupils, their families, colleagues, and other education/healthcare professionals and partner organisations

Listening skills to support children, young people and their families through understanding their point of view in a non-judgemental approach

Creative skills to develop options and alternatives that will support children and young people to engage in the learning process

Analytical skills to interpret information and to solve problems, which could require in-depth investigation, and make recommendations for action

Organisational skills to manage time effectively, meet potentially conflicting deadlines and work without close supervision


	
	AF / I

AF / I

AF / I

AF / I

AF / I

AF / I



	Knowledge
	Knowledge and understanding of the range of potential barriers to learning faced by children and young people

Understanding of how these barriers can be overcome or mitigated to reduce their impact on children and young people

Knowledge of relevant legislation and government initiatives and how that relates to the curriculum within the school

Knowledge of data protection, safeguarding and child protection issues and an understanding of appropriate action to take if a disclosure is made


	Knowledge of TISUK
	AF / I

AF / I

AF / I

AF / I

	Work circumstances


	To work occasionally out of school hours, which may include home visits.

	
	I

I




Abbreviations: AF = Application Form; I = Interview.

NB. - Any candidate with a disability who meets the

essential criteria will be guaranteed an interview
