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GREAT SANKEY HIGH SCHOOL
JOB DESCRIPTION
Year Officer

Core Purpose: 
As a member of our wider Pastoral Team (Year & SEND) in school, and aligned with our school values, the Year Officer will support the Head of Year and Deputy Head of Year in championing our students, whilst upholding our culture of high standards & expectations, where every child feels valued, safe and is inspired by their school experience.

Key responsibilities: 
To achieve the highest possible standards and outcomes for our students, and under the direction of the Senior Leadership Team and Head of Year, the Year Officer will:
· Commit to safeguarding and promoting the welfare of our students – actively supporting students, liaising with external agencies and maintaining accurate student records on CPOMS Safeguarding system.
· Build positive relationships with parents / carers, external agencies and teaching / support staff, to remove any barriers to learning, support student wellbeing and best equip our students so they are Ready to Learn. 
· Ensure and deliver effective pastoral support so that individual students and groups of students are supported to actively participate in learning and fulfil their potential. 
· Support the improvement of students’ punctuality, attendance and attitude to learning and assist the school / Year in raising student achievement and progress. 
· Support with transition arrangements for students entering or leaving GSHS, including Year 6-7 transition when required. 
· Support the positive culture around school as an active member of staff on duty at designated times.

Safeguarding:
· Monitor CPOMS Safeguarding System for entries linked to students in your Year.
· Take a pro-active role in Year Team meetings to safeguard and promote the welfare of our students.
· To effectively engage and support vulnerable, hard to reach families and those identified through the continuum of need as requiring additional support; through PEP / CAF / TAF/ CIN & Child Protection. 
· Liaise with external agencies and process / monitor student referrals. To support the Head of Year / Safeguarding team and attend core meetings where necessary.
· Support the Head of Year / Safeguarding team with any students who are truanting / AWOL from lesson; contact home, liaise with parents and staff, including home visit support where necessary.
· Provide students with an avenue to voice issues / raise concerns.
· Support the Head of Year / Safeguarding team / Attendance Officer to ensure safeguarding of all students through effective attendance management, in line with Government guidelines and GSHS attendance policy / protocol.
· Ensuring ‘first day contact’ protocol for vulnerable students is adhered to. 
· Monitor students with specific attendance issues and liaise with the Head of Year / Attendance Officer to implement suitable intervention and communicate 1:1 with students to discuss concerns.
· Following GSHS attendance protocol, co-ordinate and communicate concerns at relevant trigger points including home visits when appropriate.



Pastoral support:
· To develop positive relationships with students and staff to assist student progress and, when required, facilitate restorative meetings with staff. 
· To be fully involved in the planning and development of support programmes and to undertake activities, including mentoring, to support the personal, social and emotional needs of students. 
· Under the direction of the Head of Year, identify the needs and assess those students requiring additional support and support the development of targeted students. 
· Support the development of partnerships with external agencies to set up resources/initiatives to help address barriers to learning. 
· Maintain accurate student records and prepare written reports and evaluations for Head of Year / SLT. 
· Telephone calls outgoing and incoming calls in response to various stakeholder queries, worries and concerns 
· Monitor and maintain accurate student records on SIMS.net / Class Charts including rewards / House points, behaviour management and attendance.
· Liaise between Head of Year and other members of staff to track the attitude to learning for individual students; round robin reports, updating behaviour and intervention logs.
· Communicate with teaching staff & SLT and complete administration tasks linked to internal exclusions / suspensions; updating records and co-ordination of work for students.
· Support Head of Year in conducting and reviewing student voice activities via Year group or, focus groups, interviews and questionnaires analysing student feedback to promote the learning experience.
· Filing of student records and confidential paperwork
· To be trained in the use of CCTV equipment / review CCTV footage linked to incident investigation following GSHS Safeguarding protocol

First Aid:
· Deal with first aid incidents / enquiries for students or staff.
· Monitor stock levels of first aid equipment and replenish when necessary.
· Co-ordination of accident report forms for students / incidents within allocated Years; liaise with appropriate staff involved in the supervision / processing of report forms.
· Co-ordination of Vaccines process – liaise with Public Health and organise students.

Associated Duties:
· Be aware of and comply with all the School and Trust’s policies and procedures especially relating to child protection, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person in a prompt manner. 
· To report all safeguarding information and concerns to the Designated Senior Leader. This should be completed promptly, factually, and in line with the school’s confidentiality requirements.
· To attend statutory training as and when required.
· Undertake any reasonable duty deemed necessary by the Line Manager / Senior Leadership Team. 
· Be flexible with working hours to suit the needs of the school, for example at after school events. 

This job description is not necessarily a comprehensive definition of the post and will be subject to modification or amendment at any time after consultation with the post holder.  The post-holder will undertake the professional duties of a member of school staff as circumstances may require under the reasonable direction of the Headteacher.






[bookmark: _Toc302029723]Person Specification / Selection Criteria for Year Officer
Note: 	The Applicant will be required to safeguard and promote the welfare of children and young people.  Candidates failing to meet any of the essential criteria will automatically be excluded.
[A]	Qualifications
	Qualification requirements
	Essential
	Desirable
	Source

	Minimum of 5 GCSEs, grade C/4 or above, or Level 2 equivalent qualifications including English/Literacy and Mathematics/Numeracy.
	E
	
	AF

	Recognised and relevant NVQ Level 3 qualification or equivalent.
	
	D
	AF

	Social care/work qualification
	
	D
	AF

	Counselling / Mentoring qualification
	
	D
	AF



[B] Experience
	Experience Requirements
	Essential
	Desirable
	Source

	Experience of working with children
	E
	
	AF/I

	Experience of supporting students in a pastoral / safeguarding capacity
	E
	
	AF/I

	Experience of administrative work and handling data
	E
	
	AF/I

	Experience of working in a classroom environment
	
	D
	AF/I



[C] Knowledge/Understanding
	Knowledge/Understanding Requirements
	Essential
	Desirable
	Source

	Knowledge of the concept of confidentiality
	E
	
	AF/I

	Knowledge of data protection protocols
	E
	
	AF/I

	Knowledge of safeguarding protocols
	E
	
	AF/I

	Knowledge of external agencies and provision / support
	
	D
	AF/I



[D] Personal Qualities and Skills
	Personal Qualities and Skills Requirements
	Essential
	Desirable
	Source

	Full Driving Licence
	E
	
	AF

	Ability to relate well to children and build positive relationships
	E
	
	AF/I

	Ability to work as part of a team
	E
	
	AF/I

	Ability to work under pressure
	E
	
	AF/I

	Good communication skills
	E
	
	AF/I

	Ability to relate well to parents/carers
	E
	
	AF/I

	Ability to supervise, support and inspire students
	E
	
	AF/I

	Time management skills
	E
	
	AF/I

	Organisational skills
	E
	
	AF/I

	Ability to make effective use of ICT / administrative skills
	E
	
	AF/I

	Flexible attitude to work
	E
	
	AF/I

	Commitment to undertake in –service development / training
	E
	
	AF/I

	Commitment to safeguarding and protecting the welfare of children and young people
	E
	
	AF/I

	Understanding of data and how to review / analyse
	
	D
	AF/I



[E]	Pre-Employment Checks
	
	Essential
	Desirable
	Source

	Positive recommendation from all referees, including current employer
	E
	
	R

	DBS Clearance post appointment
	E
	
	N/A



[F]	Application Form and Supporting Statement
The form must be fully completed and legible.  
The supporting statement should be clear, concise and related to the specific post.
There should be no unexplained gaps in career history.
(Source: AF=Application (form & letter); I=Interview; R=Reference)

The school is committed to the safeguarding of young people and candidates will be expected to adhere to these expectations.  Appointment is subject to satisfactory pre-employment checks and enhanced DBS clearance.  
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