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Head of Sixth Form 
MPS/UPS + TLR 1a (£9,272) 
 

 

Responsible to: SLT Line Manager  

 

Catholic Ethos 

To actively promote, and act as a role model of, the Catholic ethos of the school, in accordance with the 
school mission statement. 

 
Job Overview 
 

In addition to the general professional duties described in the current School Teachers' Pay 
and Conditions Document, particular duties will include: 

 

• To lead the Sixth Form pastoral team including attendance and standards of 
behaviour and engagement 

• To support the Senior Leadership Team in setting high standards across the Sixth 
Form. 

• To be a key decision-maker at Key Stage 5 in line with the school values and 
mission. 

• To support the CIAG team within the school and lead the UCAS application 
process. 

• To support the Senior Leadership Team in ensuring that Sixth Form pupils receive 
a high-quality curriculum. 

• To support the Senior Leadership Team in ensuring that parents have access to 
appropriate up-to-date information about their child. 

• To support the Senior Leadership Team in developing and encouraging positive 
co-operation between the home and the school. 

• To assist in the leadership process, ensuring that staff have access to regular 
advice, education and training appropriate to the needs of the school and to their 
stage of development. 

• To assist the Senior Leadership Team in ensuring equality of opportunity for all 
through the school’s policies, procedures and practices. 

 
Line Management by Deputy Headteacher 

Line Management of: 
• Sixth form Tutor Team 
• Student Support Officers 

 
 



Leadership 
• To lead on the pastoral care of KS5 students including transition into Sixth Form 
• To oversee the delivery and monitoring of the form mission programme.  
• To model leadership inspired by the image and life of Christ. 

• To report to the Senior Leadership Team and Governing Body on these areas. 
• To play a major role in monitoring and developing the needs and aspirations of 

the pupils and their future lives; signposting the relevant support including 
pastoral, academic, enrichment and CIAG. 

• To help foster a set of positive staff relationships that contribute to the positive 
achievement of the pupils. 

• To display a commitment to personal development and promote the values of the 
school. 

• To promote a positive image of the school to nurture the well-being of every 
individual as a Child of God. 

• To actively support work on parental engagement and community cohesion. 
• To meet with parents when necessary over academic and pastoral issues that 

arise within the Key Stage. 
• To be conversant and comply with school procedures and legal responsibilities. 
• To support class teachers within the Key Stage in promoting positive behaviour 

strategies, in-line with the School Behaviour Policy. 
• To liaise with the safeguarding, inclusion and SEND teams to support all students.  
• To lead the support the communication process with external professionals. 

• Review and analyse student data regularly throughout the year, including reports, 
to identify students who are under-achieving. Work with the Assistant 
Headteacher: KS5 and other relevant staff including Trinity colleagues to co-
ordinate appropriate intervention strategies.  

• To identify barriers to learning and take appropriate action, alongside key 
stakeholders to support students to overcome these.  

• To liaise with the SLT and Subject Leaders to check that educational experiences 
offered to all students are appropriate for their needs and are of the highest 
quality (including High Attainers and SEND) 

• To liaise with the Assistant Headteacher: KS5 regarding students with a 
statement to ensure an appropriate curriculum is provided and adequate support 
given to facilitate progress 

• To work with the SENCO to support the implementation, evaluation and 
monitoring of IEPs for non-statemented students 

• To liaise with the attendance team and Trinity colleagues to follow up absences 
and improve attendance of individuals in school in order to improve progress and 
performance in relation to targets set for each individual.   

• To liaise with KS5 Student Support to ensure that agreed strategies to support 
the learning of students in order to enable suitable progression  
 

In addition, post holder responsibilities have been assigned as follows: 
 

• Oversee and implement the effective use of Sixth Bursary Funding  

• Support the Assistant Head (KS5) in the planning and coordination of Open Evenings, Parents 

evenings, course discussions, taster weeks and results days.  

• Attend Trinity Meetings as appropriate. 

 

Further responsibilities are identified as follows: 
• To meet agreed targets as identified on an annual basis. 



• To draft policies in liaison with the Headteacher, Deputy Headteacher and 
governors. 
 

Other 
• To undertake any other duties in connection with the role of Key Stage Leader 

as might reasonably be requested by the Headteacher or SLT at any time 
• To ensure record keeping is accurate and timely by the key stages team on 

CPOMS (Safeguarding) and ClassCharts (Behaviour). 
 
General Professional Teaching Duties 
 
Teaching 

1 Set high expectations which inspire, motivate and challenge students. 
1.1. Establish a safe and stimulating environment for pupils, rooted in mutual respect 
1.2. Set goals that stretch and challenge pupils of all backgrounds, abilities and 

dispositions 
1.3. Demonstrate consistently the positive attitudes, values and behaviour which are 

expected of pupils 
 

2 Promote good progress and outcomes for students in line with college targets, by 
making full use of data and setting appropriate targets and monitoring progress 
through effective record keeping. 
2.1. Be accountable for pupils’ attainment, progress and outcomes 
2.2. Plan teaching to build on pupils’ capabilities and prior knowledge 
2.3. Guide pupils to reflect on the progress they have made and their emerging needs 
2.4. Demonstrate knowledge and understanding of how pupils learn and how this 

impact on teaching 
2.5. Encourage pupils to take responsibility and have a conscientious attitude to their 

own work and study 
 

3 Demonstrate good subject knowledge. 
3.1. Have a secure knowledge of the relevant subject(s) and curriculum areas and 

foster and maintain pupils’ interest in the subject  
3.2. Demonstrate an understanding of developments in the subject  
3.3. Take responsibility for promoting high standards of literacy, articulacy and the 

correct use of standard English, whatever the teacher’s specialist subject 
 

4 Plan and teach well-structured lessons in accordance with the school learning policy. 
4.1. Impart knowledge and develop understanding through effective use of lesson 

time 
4.2. Promote a love of learning and students’ intellectual curiosity 
4.3. Set homework and plan other out-of-class activities to consolidate and extend the 

knowledge and understanding that students have acquired 
4.4. Reflect systematically on the effectiveness of lessons and approaches to teaching 
4.5. Contribute to the design and provision of an engaging curriculum within the 

relevant subject area(s) 
 

5 Adapt teaching to respond to the strengths and needs of all students.  Ensure the 
effective and efficient deployment of classroom support where appropriate. 
5.1. Know when and how to differentiate appropriately, using approaches which 

enable pupils to be taught effectively 



5.2. Have a secure understanding of how a range of factors can inhibit pupils’ ability 
to learn, and how best to overcome these 

5.3. Demonstrate an awareness of the physical, social and intellectual development 
of children, and know how to adapt teaching to support pupils’ education at 
different stages of development 

5.4. Have a clear understanding of the needs of all pupils, including those with special 
educational needs; those of high ability; those with English as an additional 
language, those with disabilities; and be able to use and evaluate distinctive 
teaching approaches to engage and support them  
 

6 Make accurate and productive use of assessment, in line with the school and 
department assessment policy. 
6.1. Know and understand how to assess the relevant subject and curriculum areas, 

including statutory assessment requirements 
6.2. Make use of formative and summative assessment to secure pupils’ progress 
6.3. Use relevant data to monitor progress, set targets, and plan subsequent lessons 
6.4. Give pupils regular feedback, both orally and through accurate marking, and 

encourage pupils to respond to the feedback 
6.5. Manage behaviour effectively to ensure a good and safe learning environment in 

line with the school behaviour policy. 
6.6. Have clear rules and routines for behaviour in classrooms, and take responsibility 

for promoting good and courteous behaviour both in classrooms and around the 
school, in accordance with the school’s behaviour policy 

6.7. Have high expectations of behaviour, and establish a framework for discipline 
with a range of strategies, using praise, sanctions and rewards consistently and 
fairly 

6.8. Manage classes effectively, using approaches which are appropriate to pupils’ 
needs in order to involve and motivate them 

6.9. Maintain good relationships with pupils, exercise appropriate authority, and act 
decisively when necessary 
 

7 Fulfil wider professional responsibilities including active and effective performance 
management. Engage in self-evaluation strategies to support a continuous strive for 
improvement, including coaching, work scrutiny and observation etc. 
7.1. Make a positive contribution to the wider life and ethos of the school 
7.2. Develop effective professional relationships with colleagues, knowing how and 

when to draw on advice and specialist support 
7.3. Deploy support staff effectively 
7.4. Take responsibility for improving teaching through appropriate professional 

development, responding to advice and feedback from colleagues 
7.5. Communicate effectively with parents with regard to pupils’ achievement and 

well-being 
 

Duties 
Carry out a share of supervisory duties in accordance with published schedules. 
 
Health and Safety 
Be familiar with any health and safety regulations so as to ensure a safe environment. 
 
Personal and Professional conduct (see Code of Conduct) 



Uphold high standards of ethics and behaviour within and outside college.  Maintain high 
standards in punctuality and attendance and work within statutory frameworks in line 
with school policy and practice. 
❖ Treat pupils with dignity, building relationships rooted in mutual respect, and at all 

times observe proper boundaries appropriate to a teacher’s professional position 
❖ Have regard for the need to safeguard pupils’ wellbeing, in accordance with statutory 

provisions 
❖ Show tolerance of and respect for the rights of others 

 
 
The particular duties/responsibilities listed may be reviewed from time to time at the request of the 
Headteacher or post holder as circumstances necessitate. They may be amended only after reasonable 
consultation and the approval of the Governing Body. In the exceptional situation of mutual agreement 
not being achieved, the individual teacher or Headteacher will have access to Appeal Procedures. 
 
This general Job Description is not comprehensive and the post holder will be required to undertake 
such other tasks appropriate to the level of appointment as the Headteacher may reasonably require. 

 
 

This school is committed to safeguarding and promoting the welfare of students  
and expects all staff and volunteers to share this commitment in line with  

Keeping Children Safe in Education 2023. 


