   

Head of Year
       Job Description 


At Southern Education Trust, we are driven by a shared mission of Making Lives Better. We’re a     community of schools built on our values: Kind, Creative and Collaborative, working together                              to help every child - and every colleague – thrive.








	Job Title
	Head of Year

	School
	Ferndown Middle School

	Grade
	MPS / UPS plus TLR allowance

	Reporting to
	Headteacher

	Responsible for
	KS2 Team



Purpose of the job
The purpose of this role is to nurture strong academic and pastoral outcomes by leading with care, modelling high-quality teaching, and working closely with the Headteacher and SLT to support pupils and staff. The role focuses on understanding and responding to the needs of a year group, monitoring progress, attendance, and wellbeing, and ensuring smooth progression and continuity between year groups. Through collaboration, evidence-informed practice, and enrichment opportunities, the post-holder supports colleagues, champions inclusive provision, and acts as a positive role model, contributing meaningfully to the wider life and continuous improvement of the school.

Key areas of responsibility 

Strategy
· To work closely with the Headteacher and SLT in shaping and reviewing the school’s aims, policies, and procedures, ensuring they reflect the needs of the school and statutory responsibilities.
· To contribute as a member of the Extended Leadership Team (ELT), supporting strategic decision‑making and the ongoing development and improvement of the school.
· To support the Headteacher in promoting a clear, inspiring vision and ethos for the year groups that nurtures learning and pupils’ spiritual, moral, social, and cultural development.
· To help lead the effective organisation and day‑to‑day management of the year group in line with relevant guidance and governance.
· To contribute meaningfully to the School Development Plan and support its priorities in practice.
· To work alongside the Headteacher and ELT in the shared pursuit of excellence across all aspects of school life and ongoing school improvement.

Learning
· To work with the Headteacher to monitor and evaluate the quality of learning across the school and within the year groups.
· To track pupil progress across all groups, promoting high expectations and achievement for every child, including monitoring the completion of homework and following up where necessary.
· To foster a positive, calm, and respectful learning environment, supporting pupils to develop self-discipline, good behaviour, and respect for others.
· To review behaviour within the year groups and respond supportively and consistently in line with the school’s behaviour policy.
· To contribute to the development and implementation of policies that support improved pupil outcomes.
· To monitor and support good attendance and punctuality, working in line with school policies to help pupils thrive.

Leadership of a Team
· To lead, support, and develop staff by coaching, encouraging reflective practice, and using research to inform pedagogy, planning, and decision‑making.
· To support and develop the Year Team by promoting research‑informed practice, encouraging enrichment opportunities, contributing to appraisal and performance management processes, and supporting colleagues’ professional growth.
· To foster positive, trusting working relationships with colleagues, line managers, and teams, promoting collaboration and shared purpose.
· To organise and lead effective year group meetings, ensuring clear communication through agreed actions and shared accountability.
· To take pride in the learning environment by ensuring classrooms and shared spaces are welcoming, well‑organised, and celebrate pupils’ achievements through display.
· To positively champion the school’s values in all aspects of the role and contribute reports to governors as required.

Organisation and Communication
· To coordinate the smooth day‑to‑day organisation of the year group, working closely with SLT, other Heads of Year, and colleagues.
· To organise and attend Parents’ Evenings, meetings, visits, and residentials, ensuring pupils are safely and thoughtfully placed for off‑site activities.
· To act as a central point of contact for the year group, sharing key information with staff regarding pupil movement, class changes, attendance, and wellbeing.
· To maintain accurate records, including parental communication, meetings, homework completion, and liaison with subject leaders and other schools as needed.
· To support a positive and well‑managed environment by overseeing registration, assemblies, movement around the school, lunchtime supervision when required, and the general appearance, safety, and maintenance of the year area.
· To ensure accurate registers and pupil records are maintained and that information regarding pupil movement, class changes, and transitions is communicated clearly and promptly. 
· To support the safe, secure, and well‑maintained running of the year area, including reporting maintenance or health and safety issues through the school’s recording systems.

Pastoral Care and Staff Support
· To provide strong, caring pastoral leadership by getting to know pupils as individuals, understanding their needs, supporting behaviour positively, and placing new pupils sensitively within the year group.
· To build strong partnerships with parents through regular, positive communication and meetings where needed.
· To encourage a warm, inclusive atmosphere where pupils and staff feel supported, valued, and able to grow.
· To support and develop the Year Team by promoting research‑informed practice, encouraging enrichment opportunities, and contributing to appraisal and performance management.
· To ensure meaningful tutor and year collective worship, staying informed about initiatives relevant to middle school pupils.
· To contribute flexibly to the wider life of the school, undertaking duties as directed by the Headteacher.
· To act, where required, as a tutor and to support the organisation and delivery of year and tutor collective worship in line with statutory requirements.
· To support positive behaviour and supervision at key points in the school day, including contributing to lunchtime monitoring or detentions when required.

Other

· Follow all school policies, safeguarding procedures and the Trust Code of Conduct, reporting any concerns about the safety or wellbeing of pupils, staff, or visitors.
· Work responsibly and respectfully, promoting inclusion, maintaining confidentiality, and caring for the wellbeing of yourself and others.
· Stay committed to learning and improvement, taking part in training and contributing positively to school and Trust development, as well as attending team meetings. 
· Use resources thoughtfully, showing care for school property and the wider environment.
· This job description is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks the postholder may be required to undertake other duties appropriate to the level of the role, as directed. 




Person Specification

	[bookmark: _Hlk218766489]Criteria
	Essential
	Desirable

	Qualifications & Experience 

	· Qualified Teacher Status
· Recent experience of working successfully as part of a team in a school 
· Experience of curriculum development, either as a leader or as part of a team 
· Experience and understanding of the importance of monitoring and evaluation 
· Evidence of leading or organising enrichment or extra‑curricular activities and valuing their place within the wider curriculum

	· Evidence of relevant further continuing personal and professional development








	Skills & Knowledge

	· Ability to deliver high‑quality teaching within a positive and well‑structured learning environment. 
· Ability to promote excellent behaviour for learning and support pupils’ wellbeing and safeguarding. 
· Ability to communicate clearly with pupils, staff, parents, governors, and the wider community. 
· Understanding of the value of pupil voice and inclusive practice in supporting school development.
	· Effective leadership skills, including coaching and mentoring staff and managing people and resources. 
· Strong use of assessment and data to support progress, raise standards, and inform improvement for all pupils, including vulnerable groups. 








	Personal Qualities 

	· Kind, compassionate and child-centred, creating environments where everyone feels valued and always acting in pupils’ best interests.
· Calm, steady and positive, offering a reassuring presence and helping others to feel confident and supported, even when things are busy or challenging.
· Collaborative and respectful, building trusting relationships while maintaining professionalism, discretion and confidentiality.
· Flexible, adaptable and proactive, responding to changing needs with good humour, taking initiative and seeing things through.
· Reflective, inclusive and open-minded, with a genuine commitment to learning, celebrating diversity and fostering a strong sense of belonging for all.
· Inspiring and motivating, developing strong and respectful classroom relationships and engaging learners with clarity and confidence.
· Creative, adaptable and emotionally aware, shaping learning around individual needs and responding thoughtfully to pupils’ wellbeing.
· Organised, forward-thinking and constructive, planning and assessing effectively and offering feedback that is supportive and meaningful.

	






	Other Factors
	
· Satisfactory Safer Recruitment Checks
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