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Dormers Wells High School

Job Description
Post Held: Year Leader
Salary Scale: TLR 1c 

In addition to the duties of a schoolteacher as set out in the current Schoolteachers' Pay and Conditions Document; and the duties of a Main Scale teacher as set out in the job description for Dormers Wells High School, to have due regard to the Teacher Standards (2012).  Teachers’ performance will be assessed against the teacher standards as part of the appraisal process as relevant to their role in the school.

Main purpose of the job:

· Act within, the statutory frameworks, which set out their professional duties and responsibilities and in line with the duties outlined in the current School Teachers Pay and Conditions Document and Teacher Standards (2012)
· Lead, manage and develop the smooth running of the year group.
· To lead and line manage a team including the Deputy Year Leader, Form Tutors and other attached staff and communicate to their team and the students in their year group the whole school ethos. To update their team on changes in school policy and procedures.

· To support colleagues and to work with other middle and senior leaders as part of a strong and unified school leadership team.

· Take responsibility for promoting and safeguarding the welfare of children and young people within the school
General

· All post holders will have access to performance management systems and support.

· Specific tasks and targets are negotiated and reviewed annually.

· This job description only contains the main accountabilities relating to this post and does not describe in detail all the tasks required to carry them out.  All staff are expected to be flexible to ensure the most effective organisation and delivery of learning

· General tasks are varied from time to time to take into account the changing nature of the school demands made upon it.  Such changes are normal parts of the post and, as such, do not constitute a change to the general job description.
Summary of Responsibilities

The following outlines the duties required for this post. It is not a comprehensive or exclusive list and duties may be varied from time to time which do not change the general character of the job or the level of responsibility held.

Duties and responsibilities 
Behaviour and Safety
· To lead, oversee and be responsible for the learning and behaviour of the students in the year group.
· Establish a safe, purposeful and stimulating environment for students, rooted in mutual respect and establish a framework for discipline with a range of strategies, using praise, sanctions and rewards consistently and fairly
· Maintain good relationships with students, exercise appropriate authority, and act decisively when necessary
· Liaise with the external agencies to ensure students are well informed and counselled about future options.

· Liaise with appropriate internal and external intervention agencies including the work related programme and Connexions.

· Be responsible with the Deputy Year Leader and the form tutors for implementing the Behaviour for Learning and Inclusion Policy and maintain good discipline within the year group.
· Be a positive role model and demonstrate consistently the positive attitudes, values and behaviour, which are expected of students
· Have high expectations of behaviour, promoting self-control and independence of all learners
· Carry out playground and other duties as directed and within the remit of the current School Teachers’ Pay and Conditions Document
· To take responsibility for safeguarding the welfare of all children you are responsible for or come in to contact with including reporting any child protection issues or concerns to the school’s Child Protection Officer.

Teaching and Learning

· To promote achievement and student development within the curriculum as experienced by individual students in the year group. 

· To monitor the impact of teaching and learning experiences and promote a broad, balanced, relevant, differentiated and enriched curriculum.
· To direct, organise and oversee a programme of teaching and learning to enhance student progress and development during form tutor periods (active tutorial) in consultation with staff with responsibility for cross-curricular themes such as spiritual, moral, social and cultural education, citizenship, personal, social and health education, vocational, enterprise and work related learning.
Team working and collaboration
· Participate in any relevant meetings/professional development opportunities at the school, which relate to the learners, curriculum or organisation of the school including pastoral arrangements and assemblies
· Lead the Deputy Year Leader and form tutors in monitoring attendance, punctuality and uniform.

· Work with the form tutors to develop the form tutor programme.

· Work as a team member and identify opportunities for working with colleagues and sharing the development of effective practice with them.
· Lead, manage and develop strategies including monitoring and analysing data to improve academic achievement of individual students.
· Ensure that colleagues working with you are appropriately involved in supporting learning and understand the roles they are expected to fulfil 

· Take part as required in the review, development and management of the activities relating to the curriculum, organisation and pastoral functions of the school 
· Visit local primary schools, to liaise with their Year 6 teachers and to interview parents or prospective Year 7 students as required.
· Cover for absent colleagues within the remit of the current School Teachers’ Pay and Conditions document
· Lead year team training and meetings and ensure minutes are taken and distributed accordingly. 
Fulfil wider professional responsibilities 

· Work collaboratively with others to develop effective professional relationships 

· Communicate effectively with parents/carers with regard to students’ achievements and well-being using school systems/processes as appropriate

· Communicate and co-operate with relevant external bodies
· Make a positive contribution to the wider life and ethos of the school

Administration

· Be accessible to students in the year group to ensure their progress and development.

· Be responsible for the maintenance of all appropriate records including students' individual files.
· Be responsible for the distribution and implementation of a home learning timetable for the year, to ensure and monitor the use of home learning diaries, and to liaise with Curriculum Leaders to ensure satisfactory home learning is set. 
· Create form groupings for new Year 7 students as required. 
· Induct new students into the school, liaise with Curriculum Leaders and other staff to ensure their placement in appropriate teaching groups and liaise with the administrative staff to ensure the receipt and dissemination of the relevant information from their previous school.

· Prepare and lead a morning assembly with the year group and to support the delivery of Thought for the Week within form time.

· Lead, manage and develop the production, monitoring and evaluation of student school reports.
· Provide the Headteacher, Deputy Headteacher’s and attached Assistant Headteacher with an analysis of student progress within each form group.

· Organise parents’ consultation evenings and lead on academic tutoring for the year group. 
· Work with the exams secretary with regard to examination entries and collecting estimated grades.
· Ensure home learning clubs and year detentions run efficiently. 
· Oversee and facilitate a residential and other cross-curricular experiences as required.

· Organise and ensure the student receptionist rota runs efficiently for Year 8 as required. 
· Identify, facilitate and monitor opportunities of curriculum enrichment including where appropriate extra-curricular activities to enhance the progress and development of individuals within the year group.

· Write student references and confidential reports on individual students as required in consultation with the line manager.
· Participate in and carry out any administrative and organisational tasks within the remit of the current School Teachers’ Pay and Conditions Document

Professional development

· Regularly review the effectiveness of your teaching and assessment procedures and its impact on students’ progress, attainment and well-being, refining your approaches where necessary responding to advice and feedback from colleagues
· Be responsible for improving your teaching through participating fully in training and development opportunities identified by the school or as developed as an outcome of your appraisal 

· Proactively participate with arrangements made in accordance with the Appraisal Regulations 2012 
· Monitor, assess, train and develop the Form Tutor and other colleagues including the Deputy Year Leader, and enhance their role.
Other 
· Be responsible for the good maintenance, safety and security of teaching rooms, equipment, display areas, stock rooms and offices in adherence to Health and Safety regulations and curriculum area and school policy and procedures.

· Implement all and follow all curriculum area, school and LA policies and procedures, including giving due regard to the Local Authorities Equal Opportunities Policy.

· Contribute to and have professional regard for the ethos, policies and practices of the school in which you teach, and maintain high standards in your own attendance and punctuality

· Perform any reasonable duties as requested by the Headteacher
Note

This job description is not your contract of employment or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation.
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