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HEAD OF YEAR
MPS/UPS + TLR 2C
JOB DESCRIPTION 
Responsible to:
· Assistant Headteacher (Behaviour & Attitudes)
Deputy Headteacher and Headteacher
Immediately Responsible for:
· Form Tutors within the Year Group
Purpose of the Role
To lead and be accountable for the safeguarding, pastoral care, personal development and academic progress of all students within the year group.
The Head of Year will promote a positive, inclusive and aspirational culture, ensuring high standards of behaviour, attendance and engagement, and enabling all students to thrive both academically and personally.
Key Responsibilities
1. Safeguarding and Pastoral Care
· Promote and safeguard the welfare of all students in line with statutory guidance, including KCSIE. 
· Act as a key point of contact for safeguarding concerns, working closely with the Designated Safeguarding Lead. 
· Be proactive in identifying students requiring additional support and coordinate appropriate interventions. 
· Work closely with the SENCo, inclusion team and external agencies to ensure appropriate provision. 
· Maintain a high level of professional curiosity regarding students’ wellbeing, safety and personal circumstances. 
2. Behaviour, Attendance and Culture
· Lead the development of a positive, respectful and inclusive culture within the year group. 
· Monitor and analyse behaviour, attendance and punctuality data, ensuring timely and effective intervention. 
· Ensure consistent implementation of school behaviour and attendance policies. 
· Support staff in managing behaviour effectively and consistently. 
· Lead on rewards, recognition and restorative approaches to behaviour. 
3. Academic Progress and Achievement
· Monitor the academic progress of students using data, student voice and collaboration with curriculum leaders. 
· Identify underachievement and coordinate targeted interventions. 
· Work with Heads of Department/Faculty to support improved outcomes for individuals and groups of students. 
· Contribute to raising attainment across the year group, with particular focus on key groups. 
4. Leadership of Form Tutors
· Lead and support the team of Form Tutors. 
· Ensure tutors are well-informed and consistently implement school systems and expectations. 
· Provide guidance, training and support to tutors in their pastoral role. 
· Facilitate effective communication between tutors and senior leaders. 
5. Parental and Community Engagement
· Build strong, professional relationships with parents/carers to support student progress and wellbeing. 
· Lead communication with families regarding behaviour, attendance and pastoral concerns. 
· Organise and oversee Parents’ Evenings and contribute to reporting processes. 
· Liaise with external agencies to coordinate support for students where appropriate. 
6. Personal Development
· Lead and contribute to the delivery of the school’s Personal Development programme. 
· Organise and deliver assemblies and year group activities. 
· Promote student leadership, responsibility and active participation in school life. 
· Support students through key transition points and significant events. 
7. Systems, Data and Administration
· Maintain accurate and up-to-date records using school systems (e.g. BromCom, CPOMS). 
· Monitor attendance daily and respond promptly to concerns in collaboration with attendance staff. 
· Ensure effective tracking and evaluation of interventions, including APDR cycles where appropriate. 
· Oversee student records, including transition information on entry and exit. 
8. Quality Assurance and School Improvement
· Contribute to the School Self-Evaluation Form (SEF) and Development Plan. 
· Produce and implement a Year Group Development Plan. 
· Contribute to whole-school quality assurance processes. 
· Evaluate the impact of pastoral strategies and adapt practice accordingly. 
9. Wider School Contribution
· Support and lead year group events (e.g. Options Evening, Rewards Events, Leavers’ Events). 
· Contribute to cross-curricular and whole-school initiatives (e.g. literacy, numeracy, inclusion). 
· Support enrichment opportunities, including trips and residentials where appropriate. 
· Participate in transition work with feeder schools and post-16 providers. 
10. General Responsibilities
· Undertake all duties in line with the School Teachers’ Pay and Conditions Document. 
· Fulfil the responsibilities of a classroom teacher alongside this role. 
· Undertake any additional duties reasonably requested by the Headteacher. 

Key Features of This Role 
· Visible, approachable and student-centred leadership 
· Strong organisational and communication skills 
· Commitment to inclusion and equity 
· Ability to use data to inform actions 
· High expectations of all students 
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