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Job Description

Post Title:

Head of Year 7 (non-teaching)
Grade/salary:

Band G, Point 19-23 - actual salary range: 



£26,959 (less than 5 years’ service) to £27,572 (more than 5 years’ service)
Paid Hours:

36 hours per week, term time plus 5 x INSET Days
Reporting to:

Acting Deputy Headteacher: Pastoral
















Purpose:

The wellbeing, behaviour and overall school experience of Year 7



students
Liaising with:

SLT, SENCO, other Year Leaders, Form Tutors, non-teaching support 



staff, Primary Schools, LA representatives, external agencies and 



parents/legal guardians
Disclosure level:
Enhanced 
Purpose:
· To lead and manage the Year 7 cohort, ensuring a smooth transition from Year 6 to secondary school.

· To establish a positive, inclusive, and structured environment for students to maximise their personal, social, and academic progress.

· To work closely with primary schools, parents/legal guardians and external agencies to facilitate effective transition.

· To provide professional leadership to Form Tutors and support staff, setting high expectations and modelling the school’s ethos.

· To ensure the mental health, wellbeing and pastoral care of all Year 7 students are monitored, providing appropriate guidance, support and challenge.

· To oversee pastoral management, including behaviour, attendance and safeguarding for the Year 7 cohort.

· To support and enhance the pastoral practice of colleagues.

Main (Core) Duties:
Leadership of the Year 7 Pastoral System:
· To lead and support Form Tutors in ensuring the care and welfare of all Year 7 students, fostering positive attitudes and self-discipline.

· To lead the transition process for students moving from Year 6 to Year 7, liaising with primary schools, parents/legal guardians and students to ensure a seamless move.

· To plan and implement induction activities, including Year 6 transition days, welcome events, and parental engagement sessions.

· To monitor and support the attendance, behaviour, and wellbeing of Year 7 students, implementing early intervention strategies, where necessary.

· To promote the school's rewards system, celebrating student successes and achievements.

· To liaise with SEND, inclusion staff, and external agencies to support students’ academic, social, and emotional needs.

· To act as Lead Professional in relevant multi-agency meetings and safeguarding processes.

Operational/Strategic Planning:
· To develop a strategic vision for Year 7, supporting the School Development Plan (SDP), Self-Evaluation Form (SEF), and action plans.

· To work with the Senior Leadership Team (SLT) to develop and implement effective pastoral policies.

· To contribute to whole-school transition planning, ensuring students are well-prepared for secondary school expectations.

· To organise and oversee pastoral events such as team-building activities, wellbeing initiatives, and early intervention programmes.

· To implement and uphold high standards of uniform, behaviour, and engagement within the Year 7 cohort.

· To contribute to the coordination of Form Tutor time, ensuring a structured and purposeful experience for students.

Transition Leadership:
· To develop and maintain strong relationships with feeder primary schools.

· To gather and analyse key data from primary schools to identify individual student needs and provide necessary support.

· To coordinate transition visits, parent workshops, and student induction programmes.

· To ensure all students, including those with SEND, EAL, or additional needs, receive the necessary support during the transition process.

· To oversee the allocation of Year 7 students into Tutor Groups, ensuring balanced and effective groupings.

Leading and Managing Staff:
· To lead a team of Form Tutors and support staff, ensuring clarity in roles and responsibilities.

· To provide professional development and training opportunities for staff working with Year 7 students.

· To maintain strong communication between Form Tutors, subject teachers, and pastoral staff to support student wellbeing and progress.

· To monitor and evaluate pastoral provision, ensuring high-quality student support.

· To liaise with attendance officers and behaviour leads to monitor and improve student engagement.

Quality Assurance:
· To contribute to the setting and monitoring of pastoral targets for Year 7 students.

· To implement and review intervention strategies based on data analysis.

· To assist in developing and maintaining common standards of practice within the year group.

· To seek and implement improvements in pastoral care and transition processes.

Communication and Parent Engagement:
· To act as the main point of contact for parents/legal guardians regarding Year 7 student progress, wellbeing, attendance and behaviour.

· To ensure a strong school-home partnership through phone calls, meetings and regular updates.

· To build awareness of external support available to assist students and families.

· To oversee the collection and transfer of relevant student information from primary schools.

· To ensure staff are informed about medical, safeguarding, or additional needs of students.

· To ensure all required paperwork for external agencies is completed accurately and in a timely manner.

Marketing and Liaison:
· To promote Year 7 transition initiatives through newsletters, school website updates, and Open Evenings.

· To support school events that engage parents/legal guardians and students in the school community.

· To contribute to the development of effective links with partner schools and the wider community.
Other Specific Duties:
· To be a visible presence within the school, including during break and lunch times.

· To contribute to decision-making processes within the school, ensuring alignment with the school ethos and policies.

· To support and implement the school’s vision, values, and code of conduct.

· To continue personal and professional development.

· To undertake any other reasonable duties as directed by the Headteacher.

Safeguarding Requirements:
· All staff must undertake training on safeguarding and child welfare.

· Staff must familiarise themselves with ‘Keeping Children Safe in Education’ and the school's safeguarding policies.

· Staff must report any safeguarding concerns to the Designated Safeguarding Lead (DSL) in accordance with school procedures.

Date:  May 2025
This Job Description outlines the key duties of the role but may be subject to change following consultation.  Employees are expected to be flexible and proactive in responding to the needs of the school community.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this Job Description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This Job Description is current at the date shown, but following consultation with you, may be changed by the Head of School to reflect or anticipate changes in the job, which are commensurate with the salary and job title.
Hilbre High School is committed to safeguarding and promoting the welfare of children and young people, and expects all staff to share this commitment.  
This post is subject to a satisfactory Enhanced DBS Disclosure.
