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FOREST HILL SCHOOL

Dacres Road, London SE23 2XN

Boys 11-16, Mixed 16-18

Tel. 020 8699 9343

www.foresthill.lewisham.sch.uk 
POST TITLE:


Head of Year 12 Job Description
RESPONSIBLE to:

Director of 6th Form  

SALARY GRADE:

Main Pay Scale / Upper Pay Scale with TLR2A
The appointment is subject to the current conditions of employment for teachers contained in the School Teachers’ Pay and Conditions Document (copy available at www.education.gov.uk) and any other current applicable legislation.  Reference should also be made to the 2003 National Agreement and the Teachers’ Standards 2012 applicable (copy available at www.education.gov.uk).

The post holder will comply with Health and Safety requirements and specifically will take reasonable care of him/herself and other persons who may be affected by his/her acts or omissions at work (Health and Safety at Work Act 1974), and other relevant employment legislation and good policies.

The Governing Body reserve the right to amend the job description at any time after consultation with the post holder.

	JOB PURPOSE 
	As the leader of a year group and team of tutors, the role of Head of Year is of crucial importance here at Forest Hill School.  Our team of HOYs is responsible for ensuring consistently high expectations across all of our year groups, so that respect, courtesy and scholastic excellence permeate all aspects of the school.  The role of HOY includes overall responsibility for the academic progress, behaviour for learning and social and emotional well-being of all students in a year group.



	RELATIONSHIPS 
	The postholder is responsible to their line manager for their teaching duties and for fulfilling the duties set out in this job description.

There is a requirement for effective professional relationships with all teaching and support staff colleagues, LA, outside agencies, parents and other members of the school community.

	STATUTORY REQUIREMENTS 
	This job description is to be performed in accordance with the requirements of the School Teachers’ Pay and Conditions Document and within the range of professional duties set out in that document that apply to a classroom teacher (or other grade, e.g. AST, Deputy Head, as appropriate).


	RESPONSIBILITIES 
	Leadership
· Provide overall year team leadership, setting priorities and direction. Generate a team ethos of high expectations, foster team building and a corporate approach

· Lead across the school in matters involving their year group in consultation with the SLT Line Manager and according to whole school priorities

· Lead the tutor team, ensuring quality pastoral care and academic monitoring through the development and training of tutors in the team.
Students and families

· Monitor student progress and attainment across the year group

· Lead in the development and implementation of criteria for identifying underachieving students and in the implementation and evaluation of an intervention strategy for selected groups of students and individual students

· Advise SLT and CLs on the most effective groupings and organisation of students

· Maximise inclusion through liaison with Inclusion and outside agencies to best meet the needs of all students

· Provide opportunities for the development of student voice through the development of Year and School Council

· Maximise parental engagement through liaison with parents to support progress and behaviour for learning

· Oversee the planning and organisation of events for parents
Teaching and learning, behaviour for learning

· Consistently meet the teacher or UPS standards in everyday teaching and provide a model of excellent practice in promoting outstanding behaviour in learning

· Promote high levels of attendance and punctuality

· Lead the year team in ensuring the consistent application of the whole school behaviour policy

· Ensure impeccable student behaviour both inside school and in the local community
Curriculum

· Maintain a ‘big picture’ overview of the curriculum within the year group and its contribution to the whole school curriculum; take a key role in communicating this to parents

· Lead year assemblies and extra-curricular opportunities to contribute towards student learning and development and the reinforcement of the HPL ethos

· Lead on the delivery of a tutorial programme that supports student, academic, social and emotional development and embeds to the HPL framework
Assessment, recording and reporting

· Ensure and provide detailed and systematic data analysis. Scrutinise performance trends, identify interventions needed and implement strategies to close gaps; evaluate the success of intervention strategies

· Ensure the tutor team is following whole school protocols with regard to responses to data and rewards or sanctions

· Set performance targets with milestones and benchmarks and track progress

· Undertake annual performance review
Quality assurance and self-review

· Maintain an overview of all QA systems and outcomes

· Undertake a formal year team self-review of:

· Standards and attainment

· Behaviour for learning

· Attendance and punctuality

· Quality of pastoral curriculum

· Student guidance and support

· Leadership and management

· Intervention strategies

· Quality of learning

· Evaluate the impact and effectiveness of new initiatives, triangulating evidence where appropriate
Planning

· Contribute to the School Improvement Plan

· Devise, lead, coordinate, monitor and evaluate the Year Improvement Plan
Year specific responsibilities

· Individual year group responsibilities will be agreed with the successful candidates.



	SELECTION CRITERIA (SKILLS, KNOWLEDGE, EXPERIENCE REQUIRED)
	Knowledge and Understanding

· Qualified teacher status

· Degree or equivalent qualification

· Awareness and understanding of current issues and developments in leading students’ learning

Skills and Abilities

· Evidence of excellent classroom practice and excellent teaching

· Evidence of working as a team member and leading teams

· Ability to form good working relationships with colleagues and families

· Excellent communication, organisational and administrative skills

· Ability to meet deadlines and show excellent attention to detail

· Ability to undertake tasks related to monitoring and evaluation 

· Ability to work with colleagues to accelerate the quality of learning and teaching

· Commitment and ability to work with colleagues to improve classroom effectiveness and significantly raise achievement 

· Commitment to equal opportunities

· Excellent ICT skills



	RESOURCES AND SUPPORT
	This post will carry an entitlement to appropriate PPA time as per national and School agreement

	REVIEW
	The job description sets out the principal responsibilities of the post but does not describe each of the tasks that it may be necessary to carry out.

The job description may be reviewed from time to time in consultation with the postholder in order to address changing circumstances or priorities within the School.

	SPECIAL NOTES AND CONDITIONS
	This post is subject to satisfactory references, enhanced DBS clearance and medical clearance. The post is exempt from the provisions of the Rehabilitation of Offenders Act and all convictions or cautions must be declared. 

The post holder has a responsibility to promote and safeguard the safety and welfare of children in accordance with the School’s child protection policies and behaviour management policy.

Forest Hill School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.   Our commitment is underpinned by robust processes and procedures that seek to maximise opportunity, minimise risk and continuously promote a culture of safeguarding amongst our workforce.


