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MOSSLEY HOLLINS HIGH SCHOOL
Mossley Hollins High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
	Job Description – Head of Year (Progress)


	

	Post -


Head of Year (Progress)
Scale -


MPR/UPR & TLR 2b
Hours -


Full time/Full Year





	

	Main Purpose of the Job 

Head of Year

The post-holder should work as part of the Pupil Development Team and College (in our mini-school [called College] structure) to lead and develop his/her Year Group (and individual/groups of pupils within it) academically and pastorally, taking primary responsibility, with Form Mentors in your team, for the attitudes to learning, behaviour, attendance, pupil development and contribution to school of each pupil in your year group of 170-180 pupils.
In addition to the support from the senior and middle leader colleagues, the role will be supported by a non-teaching Pupil Development & Behaviour Manager.



	

	Effective Leadership Results:

1. Pupils who show sustained improvement in their subject knowledge, understanding & skills in relation to prior attainment; Pupils who show commitment to their studies, their college, their personal and character development and their school;
2. Excellent attendance, punctuality, pupil leadership and learning behaviour from all pupils in the Year Group

3. Parents who are well informed about their child’s achievements; to include character development and pupil leadership
4. Senior Leaders who are kept informed of the needs and achievements, including character development and pupil leadership.


	Summary of Responsibilities and Personal Duties

A   STRATEGIC DIRECTION & DEVELOPMENT 

Head of Year -


· Develop and implement policy and practice within the Pupil Development Team working to the Senior Leader of the College,  the Senior Head of Year and the Deputy Headteacher Pupil Development
· Establish within your Year Team a clear, shared understanding of the contribution it can make to the development of the mini-school (College) school and of the pupils within your charge.

· Share leadership and management responsibility for the college/school’s improvement at whole-school level.

· Take lead responsibility for the high standards of learning, leadership, conduct and character for your Year Group and classes, with a particular emphasis on the most able, the least advantaged and SEND
· Secure outstanding character development and pupil leadership for your Year Group

· Secure outstanding behaviour for your Year Group
· Secure outstanding attendance for your Year Group


B   TEACHING & LEARNING
Head of Year –

· Teach good to outstanding lessons on a daily basis as a teacher 

· Meet all the expectations of the Teacher Job Description (see attached)

· Meet the Teacher Standards

1  Curriculum
· Ensure Form Time (and all the different sessions within that time from DEAR, to Number to the Character Development Programme (Character Pillars and Life Skills)) and Assembly time are used effectively by your Form Mentors
· Monitor pupil groupings in and across Faculties to ensure best-placement in the most appropriate classes and sets.

· Liaise with the SENCO/Learning Support Faculty Leader to ensure needs are met and paperwork for agencies is excellent for all those in your year group
· Ensure all homework is set and completed.  Monitor the setting of homework by teachers for your year group and resolve where it is not set.  Ensure homework is done and work with parents and pupils where this is not the case to resolve
· Work with the Raising Achievement Manager [RAM], the Assistant Headteacher [AHT] in charge of Raising Achievement and the Senior Leader for Character to ensure academic and character development targets are consistently met in your Year Group (for all, the most able, the least advantaged and SEND) are met:  intervene where patterns of excellent performance or under-performance are evident:  with pupils, parents and teachers.
2  Assessment, Reporting & Target-Setting

· Oversee any assessment period for your year group with the RAM and DHT.

· Work with the Attendance Officer, Senior Head of Year and DHT to measure, monitor and review  targets and figures for attendance & punctuality within your year group, to lessons and to detention, intervening with impact.

· Take a lead role in half termly analysis of the Character Development Programme to highlight successes and intervene/support where necessary, particularly with PP and SEND pupils.
· Take a lead role in the annual report writing cycle for your Year Group.

· Take a lead role in any Academic Reviewing for pupils within your Year Group.

· Advise, guide and monitor pupils/groups within your year group regarding their progress to get the very best out of them.  Take direct action with parents where concerns emerge.
· Promote real success, academically and pastorally, of those in receipt of the Pupil Premium
3  Behaviour, Uniform, Attendance & Punctuality
· Praise and reward (formally) good examples of the above, making use of our outstanding routines, protocols and policies.  Make sure all teachers do this with pupils in your year group.

· Ensure badges for Character Development /Pupil Leadership are worn with pride throughout your Year Group.

· With your team of Form Mentors secure the highest possible standards of uniform and of behaviour and courtesy from your Year Group. Intervene to sort any transgressions.
· With your team of Form Mentors and the Attendance Coordinator ensure the best possible attendance and punctuality.

· Take a lead role in positive discipline and secure excellent attitudes to learning for all in your Year Group. Promote and celebrate improvements and excellent attitudes, academically and through the character development programme (including pupil leadership)
· Assist teachers and Heads of Faculty in ensuring speedy, effective and consistent responses to situations of poor behaviour.

C    LEADERSHIP & MANAGEMENT OF PUPILS & STAFF

Head of Year –
· Work to the Senior Leader of your College, Senior Leader for Character, Senior Leader for Pupil Leadership, Middle Leader for Character the Senior Head of Year and the DHT
· Lead form mentors.

· Assist in the professional development of your team of Form Mentors
· Develop a team approach with your mentors and oversee the quality of their work.
· Lead on the selection, designation and training of roles/duty positions of pupil leaders within your Year Group  (Yr 10 Prefects selected at the end of Yr 9, Yr 11 Senior Prefects/Head Student Team selected at the end of Yr 10)

· Once every half term, Chair meetings involving pupil leadership linked to the school council and school improvements

· Chair regular pupil development meetings focused on standards, pupil development, attainment  and character development with a clear focus on ensuring PP/SEND and non-PP pupils are doing well at school.

· Lead a year group of pupils

· Lead College/Year assemblies and oversee the efficient running of assemblies supported by pupil leaders within your Year Group/other Year Groups.
· Support pupils with specific issues by working closely with our Learning Support Unit (The On Board Centre and Pupil Development Centre) liaising with the PDC Manager and outside agencies as required.
D    EFFICIENT AND EFFECTIVE DEPLOYMENT OF STAFF & RESOURCES

Head of Year –
· In all regards, follow the Data Protection Policy and all policies in relation to the confidential nature of much of your work.

· Work with the College Senior Leader to establish staff and resource needs for your Year Group.

· Deploy resources effectively for Form Time

· Ensure tidy, professional and accessible office space.

· Contribute weekly to the School’s Newsflash, Bulletin and regularly to the website providing information and clear communication for staff and parents, and promoting all that is good in your year group and college paying particular attention to the character development programme and pupil leadership.
· Work with the Attendance & Pupil Development team to meet attendance and behaviour targets.

· Undertake to contribute to one specific co-curricular activity/elective as part of the main duties of a teacher or member of support staff at our school, at the discretion of the headteacher.

E    ACCOUNTABILITY

· To the Senior Leader of your College, Senior Leader for Character, Senior Leader for Pupil Leadership and the DHT Pupil Development for attendance, punctuality, uniform, behavior, character development and pupil leadership.
· Work closely with parents to develop positive attitudes to learning, behavior, character development and leadership from their children.

· Liaise where necessary with external agencies.

· Intervene and respond appropriately to ensure pupils succeed in terms of their progress and attainment
· Promote individual and year group success with a strong focus on character development and pupil leadership.


	Health and Safety

The person appointed must at all times work within the requirement of the Health and Safety at Work Act 1974, current Health and Safety legislation and the School’s and LEA’s policies and procedures.



	

	The job description may be reviewed at the end of each academic year or earlier if necessary.  In addition, it may be amended at any time in consultation with the post holder.  The post holder will be expected to participate in the School’s appraisal programme for support staff and to participate in appropriate staff training and development activities.





MOSSLEY HOLLINS HIGH SCHOOL
Mossley Hollins High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
	Job Description – CLASSROOM TEACHER
CLASSROOM TEACHER & FORM MENTOR AS PART OF OUR COLLEGE SYSTEM

The School has over 800 pupils divided into 5 Year Groups (c180 in Yrs 7 & 8 and C156 in Yrs 9-11) and ‘Colleges’ (mini-schools).  Each college reflects the character of its Year Group and the Faculty(ies) in that Area.  Our Classroom Teachers are specialists in their Faculty area. We adopt a distributed leadership model, giving direct leadership responsibility and opportunity to teams of staff of a particular area of school, led by a Senior Leader, Faculty Leader and Head of Year (Progress) who lead an Area (called a College) of school.  
This post provides classroom teaching within one main subject.  You would also be a Form Mentor (in the College) for a group of 26-27 pupils. This is an exciting role which allows you to teach in the specialist subject you love but also be part of a college and whole-school team.

As you would expect, we are looking for good to great teachers, who can support the values of our school in your good manners, hard work and honesty.  Pupils will flourish as a result of your teaching and consistent high expectations..

You will be part of a college and Faculty, as well as the school, working to your Head of Faculty and Head of Year [Progress] and alongside dedicated colleagues.


	

	Post -

CLASSROOM TEACHER


	

	Responsible to:

Faculty Leader & Head of Year [Progress]

This job description is additional to the basic duties outlined in the latest School Teachers’ Pay and Conditions Document and the Teacher Standards, in accordance with the school’s policies and under the direction of the Headteacher.  A summary of the key accountabilities is included below.  The school is managed through a network of inter-related teams in a mini-school (college) structure.



	

	Teaching & Curriculum

· Plan work in accordance with faculty schemes of work and the requirements of the curriculum and syllabus
· Liaise with relevant ‘expert’ colleagues on the planning of units of work for effective collaborative delivery.

· Work in collaboration with Curriculum Tutors/Teaching Assistants if attached to any teaching group.

· Take account of pupils’ prior levels of attainment and build on prior learning to meet agreed academic targets

· Set work for pupils absent from school for health or disciplinary reasons or who are in our Pupil Development Centre.

· Set work during very rare periods of your own absence from school

· Set extremely high standards for pupils’ behaviour and attitudes to learning by establishing a purposeful working atmosphere in your classroom in accordance with the school’s behaviour code and Teaching and Learning Policy.

· Stretch all pupils with a particular focus on the most able, the least advantaged (FSM or in care) and those with additional needs.

· Set appropriate and demanding expectations for pupils’ learning, motivation and presentation of work.

· Be a consistently good or better teacher (please see the teacher standards and the expectations of a Mossley Hollins’ Good or Better Lesson in the Teaching & Learning & Marking Policy) to high GCSE standard.


	

	Assessment, Recording and Reporting

· Maintain notes and plans of lessons undertaken and pupils’ work.

· Mark, monitor and return work in line with school policy and on time providing constructive oral and written feedback and clear targets for future learning as appropriate to which pupils respond.

· Prepare for and undertake assessments in line with school policy and the assessment and reporting calendar

· Use such assessment to plan and teach well, providing the correct match of activities that progressively demand more of each pupil to ensure the strong progress of all individuals in all groups.

· Complete reports in line with policy and as specified in the published calendar.

· Attend parents’ evenings, consulting with parents/carers over the progress, next steps and learner attitudes of their child(ren).

· Be familiar with the Code of Practice for identification and assessment of Special Educational Needs and keep appropriate records for SEND pupils and for those in care.



	

	Pupil Development Work

· Ensure the safety and well-being of all pupils in your charge, including in relation to all matters concerning Child Protection and Safeguarding.

· Undertake the responsibility for a form group as part of one college (mini-school) as required, including tutor/pupil interviews.

· Be the first point of contact for pupils and parents of pupils in your form group.

· Monitor (and set targets for) the personal, social and academic progress of individuals in your Form

· Be prepared to undertake responsibility for delivery of the PSHE/citizenship programme to one or more Form.

· Ensure the good attendance, punctuality and behaviour of all in your Form. 



	Professional Standards

· Teach to a consistently good or better standard in line with the teacher standards and school standards and policy

· Support the values of the school:  manners, hard work, honesty and success

· Treat all members of the community, colleagues and pupils, with respect and consideration.

· Treat all pupils fairly, consistently and without prejudice.

· Set an excellent example to pupils in terms of appropriate dress, standards of punctuality and attendance, in line with the school’s high standards.

· Attend school events as required.  Support or lead extra-curricular, intervention and/or enrichment activity.

· Take pride in all you do and allow pupils to do the same.

· Take responsibility for your own professional development and further improve the quality of your teaching, through staff training, practice, acting on feedback and professional development.

· Reflect on your own practice as well as the practices of the school with the aim of improving all that we do.

· Read and adhere to the various policies & priorities of the school as expressed in the School Improvement Plan, the staff handbook and Faculty Action Plans.

· Participate in the management of school by attending various team and staff meetings, and by making valuable and constructive contributions.

· Undertake duties as required

· Ensure that all deadlines are met as published in the school calendar.

· Undertake additional professional duties that may be reasonably assigned to you by the Headteacher, Year Head or Faculty Leader 

· Be proactive and take responsibility for matters which secure health and safety.

· I understand that Mossley Hollins is a non-smoking site.

	

	Health and Safety

The person appointed must at all times work within the requirement of the Health and Safety at Work Act 1974, current Health and Safety legislation and the School’s and LEA’s policies and procedures.



	

	The job description may be reviewed at the end of each academic year or earlier if necessary.  In addition, it may be amended at any time in consultation with the post holder.  The post holder will be expected to participate in the School’s appraisal programme for support staff and to participate in appropriate staff training and development activities.
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