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HEAD OF YEAR (NON-TEACHING)
JOB DESCRIPTION
Grade 10: Pt 24–27

Post Title: Head of Year (Non-Teaching)
Responsible to: Assistant Headteacher (Behaviour & Attitudes)
Accountable to: Deputy Headteacher and Headteacher
Line Management Responsibility: Form Tutors within the allocated Year Group(s)

Purpose of the Role
The Head of Year is a key pastoral leader responsible for the academic progress, personal development, behaviour and wellbeing of all students within their year group.
The role ensures high standards of attendance, punctuality, behaviour and engagement, removing barriers to learning and enabling all students to succeed. This includes working closely with families, staff and external agencies to provide effective care, guidance and support.
The postholder will lead on the coordination of pastoral systems, using data-informed approaches to monitor progress, implement targeted interventions and promote an inclusive, safe and aspirational culture.

Key Responsibilities
Safeguarding and Wellbeing
· Promote and safeguard the welfare of all students in line with statutory guidance (e.g. Keeping Children Safe in Education). 
· Work closely with the Designated Safeguarding Lead (DSL) and wider safeguarding team. 
· Act as a trusted adult for students, providing guidance, support and early intervention where needed. 
· Support students through challenging circumstances to maintain engagement with education. 

Pastoral Leadership and Student Development
· Lead the personal development, behaviour and attitudes of the year group in line with school priorities. 
· Foster a culture of high expectations, respect and inclusion. 
· Promote student voice, leadership opportunities and personal responsibility. 
· Deliver and support assemblies and key year group activities. 

Attendance, Behaviour and Engagement
· Monitor and drive improvements in attendance and punctuality, working closely with attendance staff and external agencies. 
· Identify students at risk of persistent absence and implement timely interventions. 
· Uphold high standards of behaviour in line with school policy, ensuring consistent application across the year team. 
· Work proactively with families to address concerns at an early stage. 

Achievement and Progress
· Monitor academic progress using school data systems and collaborate with Heads of Department/Faculty  to support student outcomes. 
· Identify underachievement and coordinate appropriate interventions. 
· Use a range of evidence (data, student voice, staff feedback) to evaluate impact and inform next steps. 
· Contribute to raising attainment across the year group. 

Inclusion and Additional Needs
· Identify and respond to additional needs, working closely with the SENDCo, inclusion team and external professionals. 
· Support the implementation of APDR (Assess–Plan–Do–Review) cycles and targeted interventions. 
· Champion equality, diversity and inclusion, ensuring all students can access learning. 

Leadership of Form Tutors
· Line manage and support a team of Form Tutors, ensuring consistency in expectations and practice. 
· Provide guidance, training and regular communication to tutors. 
· Act as a link between the year team and Senior Leadership Team. 

Partnership with Parents and External Agencies
· Build strong relationships with parents/carers to support student progress and wellbeing. 
· Lead communication regarding behaviour, attendance and progress concerns. 
· Liaise effectively with external agencies to coordinate support for students. 

Systems, Organisation and Accountability
· Maintain accurate and up-to-date student records in line with GDPR and school policy. 
· Monitor and oversee tutor time systems, including registration and pastoral tracking. 
· Lead on year group events (e.g. Parents’ Evenings, Options, transition, rewards and celebration events). 
· Contribute to school self-evaluation (SEF) and improvement planning, including a Year Group Development Plan. 
· Analyse and report on key year group data (attendance, behaviour, progress). 

Transition and Wider School Contribution
· Support transition processes (e.g. primary to secondary, post-16 pathways). 
· Contribute to whole-school priorities and cross-curricular initiatives (e.g. literacy, numeracy, personal development). 
· Support enrichment, trips, and year group events where appropriate. 

General Responsibilities
· Uphold and actively promote the school’s values and ethos. 
· Work in accordance with policies relating to safeguarding, equality, diversity and inclusion. 
· Participate in relevant training and professional development. 
· Undertake any other duties commensurate with the role as directed by the Headteacher. 

Review Clause
This job description reflects the responsibilities of the post at the time of writing. It may be reviewed and amended, in consultation with the postholder, to reflect changes in the role or school priorities.
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