[image: image1.jpg]’

wakeleys
chool

FOR GIRLS
6th form@Swakeleys
enjoy achieve aspire succeed

A




Year Learning Coordinator Assistant KS3/4
8.00am-4.30pm (37.5 hours per week) 41 weeks per year (term time plus inset plus two weeks of holiday hours)

Scale 3:  Salary range £20,682.89 - £21,057.67 (actual)

Job Description
RESPONSIBLE TO:

Deputy Head-Behaviour and Safety
SUPERVISION EXERCISED:
Pupils 

CONTACTS:
Internal:
Staff and pupils.


External:
Pastoral external agencies: e.g: Social Care, Participation Team
MAIN SCOPE OF JOB:

To assist the Deputy Headteacher (Behaviour and Attendance) 


and Year Teams with Pastoral matters. 


To provide mentoring for vulnerable pupils. 
Duties and Responsibilities 
a) Under the direction of the Deputy Headteacher (Behaviour and Attendance), assist the Year Learning Co-ordinators in KS3/4 with their duties
b) To undertake a range of administrative routines associated with the pastoral structure and safeguarding
c) To investigate behaviour incidents including the taking of pupil statements

d) To carry out home visits to pupils as required
e) To make phone calls and meet with parents in order to discuss pastoral matters
f) To assist with the delivery of behaviour and safety small group work and restorative justice sessions
g) To carry out safeguarding duties such as meeting attendance and safeguarding checks including Team Around The Family, Core Groups, Case Conferences and Child In Need Meetings including providing on call holiday cover
h) To attend other multi-agency meetings as appropriate
i) To deputise for the attendance officer in managing registers and first day calling 
j) To cover the inclusion room if required.

k) To supervise detentions as needed.
3.
EQUAL OPPORTUNITIES


Understand and act in accordance with the Equal Opportunities policies of the School with regard to staff, pupils and visitors.

4.
OTHER DUTIES

    Carry out any other duties commensurate with the general level of responsibility of the job.
