Torquay Girls’ Grammar School
Experts in the education of bright girls

	JOB DESCRIPTION:
HOURS
	-
-        
	Head of Year 
35 hours per week 40 weeks per year

	SALARY RANGE
	-
	Grade F Scale Point 22-25 (2017-18  £20,660 to £22,658 pro rata)

	RESPONSIBLE TO:
	-
	Head of Key Stage


GENERAL INFORMATION
The responsibilities below are subject to the general duties and responsibilities contained within the support staff pay and condition document and the conditions of employment.
Management of the Curriculum & Progress
a. To monitor the academic progress of the year by following up grade sheets, CFC, KAW reports and parents’ evenings. Supporting the merits and praise system.

b. To oversee, support and share in the year’s academic mentoring procedures so that the schedule for supporting students is maintained.
c. To be responsible/support the delivery and evaluation of the Well Beings programme.

d. To be responsible for the delivery of the Year assemblies. 
e. To oversee and monitor tutor delivery in conjunction with Head of Key Stage
Management of Welfare
a. To be responsible for the general welfare of pupils within the year group. To know all girls in the year group and to be available to give support and guidance with the Form Tutor.

b. To oversee and implement the behaviour & uniform policy for pupils in the year group.
c. To monitor student attendance and punctuality and act appropriately in cases of non-attendance or persistent lateness.

d. To be responsible for the enforcement of the behaviour code including uniform rules for girls in the Year.

Management of Liaison
a. To liaise with parents in conjunction with the Head of Key Stage.
b. Liaise with DSL and relevant staff regarding safeguarding issues. 
c. To be responsible for the maintenance of all student records/data and transfer of data when students leave or transfer.
d. To liaise with services in conjunction with the Head of Key Stage e.g. Education Social worker, Attendance officer, Educational Psychologist, CAMHS, Social Services, Community Police, Safeguarding personnel, CBT therapist.
e. To meet regularly with Head of Key Stage and other HOYs.

f. To be an effective communicator between tutors, subject teachers and senior management.
Management of Administration
a. To organise and attend the Year Parent Evenings.
b. To organise regular meetings with tutors (set agenda, chair and distribute minutes to the team, other HOYs and Head of Key Stage).
c. To be responsible for the admission of mid-term students to the year group.

d. To manage the Head of Year budget.
e. To provide pastoral administrative support to Head of Key stage.
f. Manage and lead the year Prize afternoon/evening.

g. Other Activities related to progress of students that arise within a particular year group.
General Duties
· To carry out a share in supervisory duties in accordance with school procedures.
· To organise and attend year specific events eg Y11 Residential
· To contribute to the duty rota.

· To fulfil Safeguarding responsibilities in accordance with the TGGS Safeguarding Policy. 
· The above responsibilities are subject to the general duties and responsibilities contained in the statement of Conditions of Employment.

· This job description is not necessarily a comprehensive definition of the post. It may be subject to modification or amendment at any time after consultation with the holder of the post. 
· As with all job descriptions it may be necessary to undertake any reasonable task required and sometimes at short notice, that is not described here, as directed by the Headteacher.  
Signed:  ………………………………………………………………………………………………..        Date:  ………………………………………..
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