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Aston Fields Middle School
Job Description
Post: Director of Year Group 7 (KS3)
Pay Scale: TLR 2.2
Responsible to: Deputy Headteacher

Main purpose of post
· To promote the academic, social, character and personal development of the individual child within a year group of KS3 pupils (Year 7) through leadership of a team of teaching and support staff, in line with school policy and practice, and always working in partnership with the other Director of Year ( Year 8) ensuring Year 7 staff work positively with Year 8 staff for the benefit of all pupils in KS3.
· To promote the school vision, purpose and development through leadership of a year team and active membership of the Personal Development, Behaviour and Attitudes and Quality of Education Teams taking responsibility for assisting with the school self-evaluation process and whole school priorities identified within the School Improvement Plan (SIP).
· To undertake the professional duties of a teacher in a manner which demonstrates a personal commitment to the aims of the school, being a virtuous character role model and follows the school’s Code of Conduct. 
This job description is additional to the basic duties outlined in the latest School Teacher’s Pay and Conditions document in accordance with the school’s policies and under the direction of the Headteacher.
The Government’s latest National Standards for Teachers will be reflected in the criteria for appraisal. 
Key areas
Leadership
· Provide professional leadership, management and motivation for a KS3 (Y7) pastoral team.
· Take responsibility for promoting academic development, well-being and pastoral care of a KS3 cohort (Y7) of pupils in line with school policy and under direction of the Headteacher and line managers.
· Ensure the welfare and well-being of pupils.
· Work closely with the school’s SEMH and safeguarding team where appropriate to support pupils, including where necessary referrals to Children’s Services, Early Help, health/mental health services, police etc…
· Develop and monitor the work of the year group team of teachers and support staff in liaison with the Senior Leadership Team, Directors of Subjects, other team leaders and the SENCo, ensuring an inclusive ethos for pupils and staff in your year group, and a positive working relationship with the school’s SEN department, Attendance Manager and Pupil Premium Mentor.
· Reinforce and maintain high standards of pupil behaviour, endeavour, attendance, appearance and punctuality through the promotion of school policies and priorities, and through the promotion of character development with both pupils and parents/carers. Where these are unsatisfactory, initiate actions in line with school policy and in liaison with line managers and inform parents/carers at an early stage of academic, pastoral or disciplinary concerns in line with school policy and in liaison with line managers. 
· Develop home/school links through establishing and ensuring effective communications in relation to year group matters with parents/carers. This will include arranging meetings with parents/carers on matters of concern and responding to matters of concern raised by parents/carers (within 24 hours initially) and/or referred by the team members and liaising with line managers about such meetings. This will also include producing a termly newsletter for parents/carers about your year group to be sent home (once agreed by SLT) at the end of the second week back after a main end of term holiday. 
Management 
· Lead and develop the work of your team by ensuring all are familiar with school policies, holding regular, minuted meetings and feeding the team’s views forward to Middle and Senior Leadership Teams and vice versa.
· Maintain up to date pupil records in line with school policy and co-ordinate and disseminate where necessary, information received from staff, parents/carers and outside agencies regarding individual pupils, remembering rules around confidentiality issues. 
· Arranging the preparation of pupils’ academic reports and other reports and references which may be requested for academic, pastoral, transition, admissions, SEN or medical purposes.
· Lead, arrange and monitor assembly arrangements for the year group to meet school and legal requirements, working under the direction of the Headteacher and line managers.
· Support the Deputy Headteacher in arranging parent/teacher consultation evenings, coffee afternoons, prize giving and any other relevant curriculum support sessions/evenings for parents/carers including Pastoral Support Plan and/or Individual Behaviour Plan meetings which may take place before school or at the end of the school day or during the school day, as directed by the Deputy Headteacher.
· Liaise with other Team Leaders in the school to ensure continuity and progress for pupils.
Other aspects relating to the post 
· Co-ordinate the arrangements for transition and induction of Year 7 pupils in line with the school’s transition procedures and practice and work closely on this with Director of Year 6 and Director of Year 8.
· Co-ordinate trips and visits throughout the year (and accompanying information evening for parents/carers) for Year 7 pupils as well as other trips throughout the year, in liaison with line managers. 
· Attend and help co-ordinate meetings under the direction of the Deputy Headteacher and in line with the school’s published calendar, regarding arrangements for KS3, including the school’s annual ‘Welcome to KS3 Evening ‘and any other evenings related to the work of Year 7 and KS3 pupils.
· Report to the Headteacher and governors when required on issues relating to KS3, including transition from KS2. 
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