
SOUTHFIELDS ACADEMY
Job Title:                
Head of Year at Post-16 

Reporting to:    

Deputy Headteacher
    
Note: This is a job description for a teacher taking on additional responsibilities
Main Purpose of the Post:

· To lead a year group cohort of students and the team of tutors and to play a key role in developing a positive learning ethos with the year group.
· To lead the pastoral programme for the cohort of students and to contribute to the curriculum development across the year group, leading on pastoral interventions to secure good outcomes.
· To support developments in the provision of an enrichment curriculum across the cohort.

The duties and responsibilities of the post are to be carried out within the provisions of the School Teachers’ Pay and Conditions document.
Specific Duties:

In addition to your teaching role and responsibilities:

1. Lead and manage the cohort of students and the team of tutors. 

2. Set high standards in attendance, punctuality and conduct and monitor these standards, implementing interventions to secure improvement. 

3. Ensure that tutors and students are guided throughout the academic year across transitional phases, as well as throughout the mainstream activities across the academic year. 

4. Lead on the pastoral programme across the year group cohort, manage the resources and monitor the progress and quality of the programme.

5. Work alongside the Deputy Headteacher to monitor student progress and academic standards. Plan interventions alongside departmental interventions to secure improvement in student progress. 

6. Together with other Post-16 leaders and Deputy Headteacher for KS5, manage the Post-16 dedicated spaces.

7. Work with other leaders to provide an enrichment curriculum for students in the year group cohort so that enrichment activities complement academic studies as well as enhancing personal development opportunities, and preparation for the next stages in their careers.

8. Work alongside Deputy Headteacher to support transition phases for the cohort.

9. Provide termly reports to the Senior Leadership Team and Governors accounting for the various provisions across the year group and student progress. 

GENERAL DUTIES: 

All staff are expected to: 

1. Work towards and support the Academy vision and the current Academy objectives. 

2. Work within the Academy’s Health and Safety policy to ensure a safe working environment for staff, students and visitors. 

3. Work within the Academy’s Equality policy to promote equality of opportunity for all students and staff, both current and prospective. 

4. Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents and colleagues. 

5. Engage actively in the performance review process. 

6. Undertake other reasonable duties related to the job and Academy purpose commensurate with the post. 

Additional Duties:

1. To be fully aware of and understand the duties and responsibilities arising from the Keeping Children Safe in Education in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation.

2. To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.

3. To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.

Any other duties assigned by the Principal/Headteacher/Line Manager commensurate with the grade of the post. 

Review and Amendments:
The job description should be seen as enabling rather than restrictive and will be subject to regular review.
Signed:

Postholder ………………………………………………. Name ………………………………………….
HT/Senior Line Manager …………………………………………..  Name ……………………………………..
Date ………………………………………………………….

PERSON SPECIFICATION

Head of Year at Post-16
1. QUALIFICATIONS

· Educated to degree level or equivalent. 

· QTS 

2. KNOWLEDGE AND SKILLS

· Proven organisational and time management skills with the ability to work under pressure to conflicting deadlines. 

· Proven interpersonal and communication skills. 

· Good ICT skills. 

· An understanding of current educational policy and practice. 

· A knowledge of Post-16 provisions, providers, courses and progression pathways. 

· A knowledge of Post-16 performance measures. 

· A knowledge of careers nationally and locally. 

· A commitment to safeguarding and promoting the welfare of children. 

· Understanding of and ability to implement the Academy’s Equal Opportunities Policy. 

· An excellent role model for staff and students at all times. 

· A willingness to support whole Academy initiatives and activities. 

· Excellent attendance and the ability to work flexibly to complete tasks and meet deadlines. 

3. EXPERIENCE

· Consistently good classroom practitioner with high expectations of students including behaviour and attendance. 

· Pastoral leadership experience. 



