ST ANNE’S CATHOLIC SCHOOL
JOB DESCRIPTION – HEAD OF YEAR
	1.
	INTRODUCTION

	
	
	

	
	NAME OF POST HOLDER:

	
	
	

	
	Post Title:
	HEAD OF YEAR

	
	
	

	
	Post Purpose:

· take a leading role in developing and supporting the Catholic life of St Anne’s and  ensure that the pastoral care system fully reflects the school’s Catholic ethos and mission as set out in the school aims.


· raise standards of attainment and achievement within the year group and to monitor and support the academic progress and development of emotional literacy of individuals and groups of pupils.


· be accountable for student progress and personal development within the Year Group in accordance with the outcomes framework of Every Child Matters. 



	
	
	

	
	Reporting to:
	SLT Line Manager

	
	
	

	
	Responsible for:
	Form tutors and support staff working with the year group


	
	
	

	
	Liaising with:
	SLT line manager, HODs, form tutors, relevant teaching staff and designated support / external agency staff

	
	
	

	
	Working Time:
	Full-time as specified within the STPCD

	
	
	

	
	Salary/Grade:
	TLR 2c

	
	
	

	
	Disclosure level
	Enhanced


	2.
	Accountability for leading, managing and developing PSHE (including Citizenship) and guidance and support programmes relevant to the designated year group

	
	Working with the form tutors in the designated year group to

· ensure that the work of the tutor team fully reflects the school's Catholic ethos and mission.

· ensure effective implementation of any statutory and non-statutory requirements for pastoral care; for example home-school agreements, involvement of and support for parents in their child’s education and well-being.

· make a substantial contribution to the development of appropriate syllabuses, resources, schemes of work, teaching and learning strategies in PSHE and Citizenship in St Anne’s.

· develop and implement strategies for monitoring and evaluating the impact and effectiveness of these programmes for the year group.

· be responsible for the day-to-day running of Teaching and Learning activities in the year group such as registration time, PSHE lessons, assemblies, events in the Christian calendar and special events such as fundraising activities.

· implement School Policies and Procedures, e.g. Code of Conduct, Inclusion, Safety, Assessment and Reporting, etc.

· foster and oversee the application of ICT in PSHE and Citizenship, including the development of materials for On-Line Learning.

· lead and manage the year group budget and to ensure that resource allocation meets the needs of the students within the year group, SIP and the aims and objectives of the school.

· ensure that Health and Safety policies and practices, including Risk Assessments, for all year group activities (Park Place, assemblies, Prom, reward visits) are in-line with national requirements and are updated as necessary.

	
	
	

	3.
	Impact on educational progress beyond assigned pupils

	
	Working with form tutors and relevant support staff to:
· identify the general and particular needs for guidance and support which pupils in the designated year group bring to the school.

· use data on pupil achievement to create an overview of pupil progress and development, and inform plans of action to support learning / emotional development.
· review the effectiveness of tutoring, guidance and support, and use this analysis to inform further improvement in the provision for supporting pupil achievement.

· monitor and follow up pupil standards of attainment, achievement, behaviour and attendance. 

· plan, implement and evaluate strategies where improvement needs are identified.

· lead evaluation strategies to contribute to whole school self-evaluation. 



	
	
	

	4.
	Leading, developing and enhancing the teaching practice of others

	
	· maintain personal expertise and share this with form tutors

· work with colleagues to formulate aims, objectives and strategic plans for the year group, key stage and whole school which have coherence and relevance to the needs of students and to the aims, objectives and strategic plans of the school.

· act as a role model of good classroom practice for form tutors, modelling effective practice with them (PSHE, tutor time).

· monitor and evaluate standards of teaching in tutor time, and on Curriculum Enrichment Days identifying areas for improvement.

· plan and implement strategies to improve teaching in areas of responsibility. 

· assist with the induction, monitoring and support of new staff.



	
	
	

	5.
	Other duties

	
	· Under the reasonable direction of the Headteacher, carry out the professional duties of a school teacher as set out in the current School Teachers’ Pay and Conditions Document (STPCD) and described in the generic job description for teachers at St Anne’s.


	
	
	

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


