
KENT COUNTY COUNCIL
HAY JOB DESCRIPTION QUESTIONNAIRE

Job Title:
Year Manager


Directorate: Children, Families & Education
Reports to:
Student Support Manager

School: 


Job Holder’s Name: 



Job Family: Care
Post Number:




Date: 









Current Grade:  KS 6 (indicative)

1. PURPOSE OF JOB

To support the school’s aims through the development of a student focussed pastoral support system.

2. DIMENSIONS

Responsible for designated year group – approx. ***** students.

3. PRINCIPAL ACCOUNTABILITIES

· Ensure that all school procedures relating to attendance and lateness are followed and recorded to enable the school to be accountable for the whereabouts of its students.

· Implement school policy on procedures and sanctions relating to discipline (e.g. lesson checks, reports, detentions exclusions) to ensure the school’s Discipline and Behaviour Policies are adhered to.

· Liaise with parents/guardians keeping them informed regarding any disciplinary issues relating to their child’s behaviour in order for the appropriate support to be given to the child so that they can progress with learning.

· Ensure all student records are kept up to date and that relevant information is disseminated to appropriate staff to enable suitable monitoring of student progress, problems etc.

· Assist with the preparation of reports to and records of meetings, attending them where appropriate, to ensure that information is shared and appropriate action is taken for the wellbeing of the student.

· Ensure appropriate arrangements (e.g. work sent home) are made for students who are unwell or who have accidents during the year to enable them to keep up to date with their studies.

· Support events such as medicals, school photographs etc. to ensure they are successful and effective.

· Implement the school dress code in order to raise the profile of the school.

· Invigilate examinations to ensure that they are carried out in line with procedures.

· Carry out student supervision duties immediately before school, at break and lunchtime and immediately after school to ensure the safety and wellbeing of the students and to maintain discipline. 

4. NECESSARY EXPERIENCE

· Good standard of general education (i.e. NVQ level 2 or equivalent) together with good numeracy and literature skills.

· Must have undertaken the Support Work in Schools Programme (VRQ 2) or be working towards obtaining this.

· Previous experience (at least 2 years) of working with children.

· Use basic technology (computer, video, photocopier etc.).

· Knowledge of policies and procedures relating to child protection, health, safety, security, equal opportunities and confidentiality.

· Have the ability to relate well to children and adults, understanding their needs and being able to respond accordingly.

· Excellent communication skills and the ability to empathise with students, parents and a range of professionals.

5. SCOPE FOR IMPACT

The postholder is first point of contact for their allocated students and consequently they have to be able to deal with a range of problems and situations (some very sensitive) in a positive and confident way acting as the student’s advocate and providing support as appropriate.  

The post holder works under close supervision and ensures that all information is passed to an appropriate person for resolution of problems.  The postholder needs to ensure that the appropriate interventions for students and parents are made by organising/co-ordinating information/reports from a variety of sources.

6. JOB CONTEXT

The postholder provides an important service to the school, it involves a certain amount of sympathetic listening and sharing of advice to ensure that students problems are resolved so that they can concentrate on learning.  The postholder also responsible for the implementation of strategies to positively manage behaviour.

7. ORGANISATION

Headteacher

|

Student Support Manager (Asst or Dep Head)

|

Year Manager

8. CHANGE STATEMENT

As a result of the Government’s initiative “School Workforce Reform” and the National Agreement “Raising Standards – Tackling Workloads” new ways of employing support staff in schools are being sought.  The National Workload agreement suggests that schools should deploy more staff in extended roles and the role of the Year Manager is one of these.
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