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Head of Year 
Job Description & Person Specification



Responsible to:
Headteacher via Deputy Headteacher or relevant member of SLT

Responsible for:
Other post holders, teaching staff and support staff within the team

Salary/Grade:
TLR 1b

The appointment is subject to the current conditions of employment, contained in the School Teachers’ Pay and Conditions document, other current educational and employment legislation, and relevant teacher, leadership and Headteacher standards.

Main Purpose

In addition to the responsibilities of all teachers:

· To raise standards of student progress and attainment within one year group of students.
· To monitor, support, develop and be accountable for student progress within the year group.
· To be accountable for student behaviour and attendance within the year group.
· To be accountable for leading, managing and developing the team of tutors.
· To develop and enhance the teaching practice of others.
· To ensure the provision of an appropriately broad, balanced, relevant and differentiated pastoral curriculum for students in the year group, in accordance with the aims of the school and the curricular policies determined by the Governing Body and Headteacher of the school.
· To effectively manage and deploy teaching/support staff and physical resources within the year group.
Main (Core) Duties

1. Operational / Strategic Planning

1.1 To lead the development of a vision for the year group aligned to the school vision.

1.2 To work with colleagues to formulate aims, objectives and strategic plans for the year group which have coherence and relevance to the needs of students and to the aims, objectives and strategic plans of the School. These plans are to be based on self-evaluation articulated as a Year SEF and Improvement Plan, in line with the school SEF and SIP and the aims and objectives of the School.

1.3 To monitor and evaluate the TIP, including the contribution of others.

1.4 To be responsible for the day-to-day management of students’ behaviour for learning, including the use of rewards and sanctions.

1.5 To actively monitor and follow up student progress and to initiate action to address underachievement.

1.6 To actively monitor and follow up student attendance and punctuality.

1.7 To be responsible for the admission and induction of new students and the circulation of relevant information to staff.

1.8 To make a significant contribution to relevant milestones for students, such as Year 6 to 7 transition, Year 9 to 10 transition, Year 11 to 12 progressions, public examinations, Parents’ Evenings, etc.

1.9 To implement School Policies and Procedures, e.g. Behaviour, Attendance and Punctuality, Assessment, Uniform, Homework, Equal Opportunities, Health and Safety, etc.

2. 
Curriculum Provision

2.1 To have oversight of the taught pastoral curriculum, liaising with other teachers as required.

2.2 To be responsible for the planning, co-ordination, delivery, monitoring and evaluation of the Tutorial Programme.

2.3 To contribute to the planning, co-ordinating, delivery, monitoring and evaluation of Super Learning Days.

3. Curriculum Development

3.1 To keep up to date with national developments in the pastoral area, teaching practice and methodology, student guidance and support.

3.2 To ensure that the development of the team is in line with national developments.

4. Staffing: Staff Development; Recruitment/Deployment of Staff

4.1 To work with the SLT Line Manager to ensure that staff development needs are identified and that appropriate programmes are designed to meet such needs.

4.2 To undertake Professional Review(s) and to act as an Appraiser for a group of staff as required.

4.3 To make appropriate arrangements for classes when staff are absent, ensuring appropriate cover within the team, liaising with the Cover Supervisor / relevant attached staff as necessary.

4.4 To participate in the interview process for teaching posts when required and to ensure effective induction of new staff in line with School procedures.

4.5 To promote teamwork and to motivate staff to ensure effective working relations.

4.6 To participate in the school’s ITT, Schools Direct or Teach First programme.

4.7 To be responsible for the day-to-day management of staff within the designated team and act as a positive role model.

5. Quality Assurance

5.1 To ensure the effective operation of quality assurance systems.

5.2 To establish the process of the setting of targets (attendance, behaviour, progress, attainment) within the team and to work towards their achievement.

5.3 To establish common standards of practice within the team in order to raise expectations and standards.

5.4 To contribute to the School procedures for lesson observation.

5.5 To monitor and evaluate the team in line with agreed School procedures including evaluation against teachers’ standards and school expectations.

5.6 To see/implement modification and improvement where required.

5.7 To ensure that the team’s monitoring and quality assurance procedures meet the requirements of Self Evaluation and the Strategic Plan.

6. Management Information

6.1 To ensure the maintenance of accurate and up-to-date information concerning the specific cohort of students on the management information system and in individual student files.

6.2 To analyse and evaluate performance data.

6.3 To identify and take appropriate action on issues arising from data, systems and reports; setting deadlines where necessary and reviewing progress on the action taken.

6.4 To produce reports within the quality assurance cycle for the team.

6.5 To produce reports on examination performance, including the use of value-added data.

6.6 To provide the Governing Body with relevant information as required, such as Exclusion Reports for GDCs or reports for GDPs.

6.7 To provide other relevant reports as necessary, such as referrals to external agencies, FAP referrals, etc.

7. Communications

7.1 To ensure that all members of the team are familiar with its aims and objectives, systems and practices.

7.2 To run effective Team Meetings, provide the line manager with copies of minutes.

7.3 To run effective pastoral briefings on a weekly basis.

7.4 To attend Middle Leadership, Inclusion meetings and RAP meetings as required and take relevant follow-up action.

7.5 To ensure effective communication/consultation as appropriate with the parents of students.

7.6 To liaise with feeder primary schools, partner schools, higher education, Industry, Examination Boards, Awarding Bodies, the LA and other relevant external bodies, as required.

7.7 To represent the team’s views and interests.

8. Marketing and Liaison

8.1 To contribute to the School liaison and marketing activities, e.g. the collection of material for the newsletter and press releases.

8.2 To lead the development of effective links with partner schools and the community, attendance where necessary at liaison events in partner schools and the effective promotion of pastoral issues at Open Days/Evenings and other events.

8.3 To actively promote the development of effective team-based links with external agencies.

9. Management of Resources

9.1 To manage the available resources of space, staff, money and equipment efficiently within the limits, guidelines and procedures laid down.

9.2 To work with the SLT Line Manager in order to ensure that the timetable for the specific cohort of students is effective and efficient.

10. Pastoral System

10.1 To monitor and support the overall progress and development of students within the year group.

10.2 To be responsible for the shared management and oversight of reports and the organisation of parents’/carers’ consultation events.

10.3 To monitor student attendance together with students’ progress and performance in relation to targets set for each individual, ensuring that follow-up procedures are adhered to and that appropriate action is taken where necessary.

10.4 To lead a team of Tutors in carrying out their duties associated with that role.

10.5 To contribute to PSHE, citizenship and enterprise education according to school policy.

10.6 To ensure the Behaviour Management system is implemented in the year group so that effective learning can take place.

10.7 To actively promote Student voice by leading a Team Council of student representatives.

10.8 To lead a programme of Team Assemblies, involving tutors and students whenever possible.

10.9 To promote a sense of community in the school and a positive identity within the cohort of students.

10.10 To promote the use of student planners or equivalent.

10.11 To lead all events that celebrate student achievement (e.g. Awards Assemblies, KS4 Celebration, etc).

11. Teaching

11.1 To undertake an appropriate programme of teaching in accordance with the duties of a standard scale teacher.

12. Additional Duties

12.1 To play a full part in the life of the school community, to support its distinctive vision and ethos and to encourage and ensure staff and students follow this example.

13. Other Specific Duties

13.1 To continue personal development as agreed.

13.2 To engage actively in the professional review process.

13.3 To undertake any other duty as specified by STPCB not mentioned in the above.

13.4 Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

13.5 Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

13.6 Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

13.7 The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description forms part of the contract of employment of the person appointed to the post.  It reflects the position at the present time only and may be reviewed in negotiation with the employee in the future.  The appointment is subject to the current conditions of employment in the School Teachers’ Pay and Conditions Document.       

	
	ESSENTIAL / DESIRABLE

	QUALIFICATIONS & TRAINING
	

	First degree in relevant subject
	E

	Qualified teacher status
	E

	Recent and relevant professional development
	E

	Higher degree or other professional qualification in a relevant area
	D

	
	

	EXPERIENCE
	

	Teaching that is good or better which impacts positively on student progress across the age and ability range
	E

	A commitment to and knowledge/experience of effective strategies to maintain and raise attainment and progress in particular to address the differing needs which exist in the mixed ability classroom, including second language learners
	E

	Experience of the use of data, tracking and target setting to raise attainment and progress at individual student and cohort level and identify under-performance
	E

	Direct experience of managing a budget and resources
	D

	Experience of leadership / management of a team
	E

	Using Information Technology to enhance learning and support administration
	E

	
	

	SKILLS, ABILITIES AND KNOWLEDGE
	

	A broad knowledge of relevant curriculum areas at Key Stages 3 and 4, including a sound understanding of assessment and monitoring
	E

	A commitment to the aims and values of  comprehensive education, the school’s vision and ethos, as well as the implementation of equal opportunities policy and practice
	E

	An understanding of and a commitment to safeguarding in its broader sense to empower learners and prevent harm
	E

	The ability to think and work strategically and with vision
	E

	An understanding of the principles of management and leadership with an ability to engage others and ability/potential to lead a team to achieve its goals
	E

	Ability to generate effective plans for improvement
	E

	Ability to implement, monitor, review and evaluate plans for improvement
	E

	Ability to prioritise
	E

	A commitment to, and understanding of the wider aspects of student development including tutoring and PSHE
	E

	An ability to make the hard decisions and act on them
	E

	Enthusiasm, hard-work, integrity, creativity, flexibility and resilience
	E

	An awareness of staff professional development and the enthusiasm to deliver and promote on-going staff training
	E

	Ability to communicate effectively, both orally and in writing with a range of audiences
	E

	Proven administrative and organisational skills
	D

	A willingness to initiate and participate in both cross curricular and extra-curricular activities, as well as demonstrating successful involvement in all aspects of school life
	E

	The ability to establish effective and appropriate relationships with students and staff
	E

	The ability to relate well to parents, external agencies and the wider community
	E

	Is flexible, able to work under pressure and meet deadlines
	E

	Is a reflective practitioner who responds to change positively
	E

	Understands the importance of professionalism and confidentiality
	E

	A commitment to being a role model for staff and students in relation to overall conduct 
	E

	Has the potential for further promotion and a commitment to career development
	E

	A sense of fun as well as the ability to work hard and calmly under pressure
	E


Wisdom | Courage | Leadership

