Job Description

SCHOOL:  Homewood school and sixth form cENTRE

associate staff – GENERIC  
staff name:

POST TITLE:

assistant head of community 
community:

quest
1  -  JOB PURPOSE AND ACCOUNTABILITY

Assistant Heads of Community provide professional leadership and management of their Community to secure an environment which allows high quality teaching and learning to take place. They provide support mechanisms which allow all students to feel a sense of belonging and a sense of being valued. They work to reduce incidents of unacceptable behaviour and reward good attitudes and achievement.
These are key posts within the school reflecting considerable responsibility towards individual 

students and staff. Their primary responsibility is to ensure that each student is cared for and that he/she makes good progress. The Assistant Head of Community is a leading figure in the school whose task as a leader is to be alert to the needs of the school in general.  They should, by example, inspire others to contribute to the development of the school, taking part in consultation that is necessary to this development.

The Key Leadership Behaviours that contribute to success at this level are:

	Self-Awareness

Emotional Self-Awareness

Accurate Self-Assessment

Self-Confidence
	Social Awareness

Empathy

Organisational Awareness

Service Awareness

	Self-Management

Emotional Self-Control

Transparency

Adaptability

Achievement orientation

Initiative 

Optimism
	Relationship Management

Developing Others

Inspirational Leadership

Change Catalyst

Influence

Conflict Management 

Teamwork and collaboration


Ref: The Emotional Intelligence Model developed by Daniel Goleman / HayGroup

1
All staff are ultimately responsible to the Principal.

2
Your immediate responsibility is to: Head of Quest Community
2  -  GENERIC – ASSOCIATE STAFF
2.1
All staff play a part in the establishment and on-going development of the school and take a positive approach to the raising of standards and the development of the school. They can expect to be involved in appropriate meetings.  You will meet weekly with your line manager to review the week’s work and work for the coming week.

2.2 
Most staff can expect to be attached to a Community. They will carry out the related duties as agreed and in accordance with their job description.  Be prepared to undertake appropriate training if and when required.
2.3 
All staff are expected to adhere to the school’s principles and policies which underpin 
good practice and the raising of standards. 
2.4
All staff share with other colleagues the responsibility for the maintenance of good order and adherence to school rules across the student population. All staff are expected to deal with issues that they encounter in an appropriate manner.

2.5
All staff are responsible for their own Health and Safety and the health and safety of students within their care, both on and off school premises and when engaged in school activities.

2.6
All staff provide support to the management of the school and assist in supporting the teaching and learning process of the school and provide support for school functions as appropriate.

2.7
To support the learning process and good administrative practices in the school. 

2.8
To respond to the requests of teaching staff. 

2.9
To support other associate staff by covering their duties if they are absent from work. 

2.9a
To carry out other duties as may be reasonably required by the Principal from time to time.   
3  -  GENERAL – APPRAISAL PROCESS
3.1
All staff are expected to contribute to the Associate Staff Review process which involves the setting and reviewing of individual targets.

3.2
Review targets may include: 

· An empirical target to ensure that progress is measured accurately and effectively
· A target based on the School Improvement Plan
· A target which will encourage personal and professional development
4  -  GENERIC -  MANAGEMENT  RESPONSIBILITY
4.1 
At Homewood School and Sixth Form Centre a member of staff with responsibility for a particular aspect of the school organisation should demonstrate the knowledge and understanding of:

· processes and systems for quality assurance within their area
· principles and practices in relation to managing people, policy and planning, resources and finance

· principles and practices of effective leadership and management of change

· the application of information and communications technology in the area of responsibility 

· financial planning, stock inventory and resource planning

4.2 
The duties of members of staff with management responsibility require them to:
· exercise professional skills and judgement
· lead, manage and develop their area of responsibility 
· lead, develop and enhance the practice of other staff, ensuring that they have appropriate

    training and professional development opportunities
5  -  SPECIFIC DUTIES – ASSISTANT HEAD OF COMMUNITY
5.1  Strategic Direction and Development of the School
· Lead by example, providing motivation and inspiration to the school
· Build on the ethos and values of the school in order to secure an environment in which effective teaching and learning can take place
· Contribute to the development and implementation of aspects of the School Improvement Plan relevant to the Community, identifying targets and priorities to ensure standards are raised
· Contribute to the monitoring, evaluation and review of existing whole school priorities and targets, relevant to your Community
· Contribute to the development of a team culture in which all those involved in the Community are committed to its aims and objectives 
· Contribute to the development and review of school policy and procedures
· Take all reasonable steps to ensure that all current school policy is being effectively followed in the Community
· Attend Subject Leader meetings according to the meetings cycle
· Attend Student Team meetings according to the meeting cycle
· In conjunction with the Curriculum Manager lead Community Meetings according to the meeting cycle
· Produce annual Community Improvement Plan(s) which are driven by self-evaluation processes and the priorities of the School Improvement Plan

5.2   Supporting Learning and Teaching

· Monitor the academic progress of individual students in the Community by working with the students’ tutors to ensure prior attainment and target data is met. Communicate concerns to teaching staff, parents and students as appropriate

· Monitor the behaviour of students in the Community and take action appropriately according to the Ethos for Learning Policy. 

· Manage interventions for those students who need support in adhering to the behavioural expectations set down in the Home School Agreement and ensure that any sanctions issued are relevant, consistent, address any harm done and facilitate the restoration of positive relationships

· Organise and attend student and parental meetings where appropriate

· Ensure the effective implementation of Rewards procedures in your Community, according to the Ethos for Learning Policy.

· Monitor the progress of Looked After Children and other vulnerable groups in your Community ensuring that appropriate reviews and agreed action(s) take place
· Work with the SENCO to ensure students with Additional Educational Needs (SEN and Gifted and Talented) have their needs catered for within your Community
· Identify students who are experiencing social/ emotional difficulties and ensure that they have the appropriate support, either from staff within the school or from outside agencies

· Support students who are returning to school following a period of absence
· Act as a point of referral for students in your Community who have failed to meet behavioural expectations and deal with the behaviour according to school policy
· Ensure, with the Curriculum Manager, the effective implementation of the Ethos for Learning Policy across your Community
· Liaise with the Inclusion Team and the Vice Principal (Students) with regard to students who persistently do not adhere behavioural expectations or who are failing to access mainstream curriculum and take the relevant action 

· Ensure that appropriate Pastoral Support Programmes are in place for your Community and that they are reviewed regularly

· Work with the Attendance Officer, Student Services staff and the Family Liaison Officer to identify and prevent absence habits within the Community, attending Multi – Agency Meetings where appropriate

· Lead Community assemblies and through them foster a culture of achievement and celebration, emphasising and reinforcing ethos and values where possible

· To plan and implement Year 11 English, Science and Maths interventions to support student learning via extra-curricular provision.
5.3   Leading and Managing Staff
· Lead Community meetings as determined in the meetings cycle; prepare agendas in advance, ensure minutes are taken and circulated promptly to tutors in the Community and to the Vice Principal (Curriculum)
· Monitor the work of all tutors in the Community to ensure that they carry out their duties effectively, following procedures with regards to registration, behaviour management, academic monitoring, mentoring, rewards, communication and uniform.

· Undertake a regular programme of tutor time observations as part of a monitoring role

· Make use of pupil and staff feedback and data analysis as part of this monitoring role

· Monitor the punctuality of tutors in your Community, and, in discussion with your line manager, take appropriate action in case of concern
· Take your part in addressing any underperformance by members of your tutor team according to the whole-school procedures

· Develop opportunities for the sharing and implementation of good practice both within and across Communitys

· Line manage and review the work of Community associate staff as per the school Line Management Booklet and Review/Appraisal Procedures.
· Ensure new tutors in your Community are mentored effectively and that relevant training is given.

· Be responsible for notifying management of Health and Safety issues 

· Ensure that appraisal procedures are carried out for the staff that you line manage

5.4   Efficient and Effective Deployment of Resources
· Work with the Senior Leadership Group to recruit high quality staff associate staff to the Community Office
· Work with the Senior Leadership Group to deploy and induct staff effectively within the Community Office 

· Work with the Curriculum Manager in being proactive in alerting the Staff Team to future recruitment and training needs within the Community
· Work with the Senior Leadership Group to manage, monitor and review all available resources to ensure an enhancement of the quality of support afforded; in particular, determine how the Community budget should be allocated to address any issues raised in the Community Improvement Plan(s), and ensure the budget is closely monitored during the year

· Keep an up to date inventory of all equipment and resources in the Community and ensure it is properly maintained

· Take an active role in Open Evenings and Parents Consultation Days/Evenings and help develop other opportunities to raise the profile of the school to prospective students and their parents 
· Develop positive relations with parents/carers of students within your Community
5.5   Accountability
· Be directly accountable to the Vice Principal (Curriculum)
· Be accountable to your line manager for the academic monitoring, behaviour and support of students in the Community
· Provide information, as required, to ensure your line manager is fully aware of matters related to your Community
· Contribute to the development of an organisation in which all staff recognise that they are accountable for the success of the school

· Ensure that parents and pupils are well informed about attainment and progress and about the contributions they can make to the school

· Ensure that information with respect to the curriculum, Parent Consultation Days and events are successfully distributed to parents/carers
· Contribute to the ethos of the school in which students, staff, governors, parents and visitors to the school are given a warm welcome, treated with respect and their concerns are dealt with efficiently and effectively

· Keep abreast of new pastoral/welfare initiatives and developments relevant to your Community, and bring new ideas forward for discussion at Student Team Meetings where appropriate
· Support the School’s Duty Call Out Procedures as outlined in the Ethos for Learning Policy 
· At the direction of the Principal, undertake other duties and responsibilities which may from time to time be necessary for the effective management of the school

 Note
1.  
The above job description may be reviewed during the academic year. It may also be 
amended at any time but before this happens you will be given appropriate opportunities 
to discuss any proposed amendments.

