TWYNHAM SCHOOL


Job Description

	Post Title:
	HEAD OF YEAR 

	
	

	Post No:
	

	
	

	Purpose:
	· To raise standards of achievement and achievement within the Year Group and to monitor and to support student progress

· To ensure a high ‘value added’ with respect to student attainment in public examinations – i.e.: to ensure the students achieve at least in line with the top quartile of similar schools based on prior attainment.

· To be accountable for student progress and development across the Year Group

· To establish and maintain a positive, supportive culture within the Year Group where individuals strive for their best and recognise and celebrate the achievement of others

· To be accountable for leading, managing and developing the Year Group

· To effectively lead and deploy the tutors/support staff, financial and physical resources within the Year Group.

	
	

	Reporting to:
	Relevant Assistant Head (Guidance and Achievement)

	
	

	Responsible for:
	Tutor Team, Support staff and other relevant personnel within the Year Group

· The overall leadership of the year group, raising attainment, attendance and developing effective learners.

· Development of school culture with the Guidance and Achievement Team.  

	
	

	Liaising with:
	Head / Leadership Team, other Heads of Year, Assistant Heads of Year, Learning Support, Student Support Services, relevant support staff, outside agencies and parents

	
	

	Working Time:
	195 days per year.  Full-time

	
	

	Salary/Grade:
	TLR 2.1

	
	

	Disclosure level
	Enhanced

	
	

	Operational/ Strategic Planning


	· To lead the development of the Year Group

· The day to day management, control and operation of the Tutor programme

· To actively monitor and follow up student progress

· To implement school policies and procedures: eg: Equal Opportunities, Health and Safety, COSHH, Accommodation Strategy 

· To work with colleagues to formulate aims, objectives and strategic plans for the Year Team which have coherence and relevance to the needs of students and to the aims, objectives and strategic plans of the school

· To link with the Heads of Faculty to ensure they are aware of individual student needs and progress

· To be responsible for the effective operation of Parents’ Consultation evenings

· To ensure the Health and Safety Policies and practices, including relevant Risk Assessments, throughout the Year Team are in line with national requirements and are updated where necessary, liaising with the school’s Health and Safety manager.



	
	

	Curriculum Provision:


	· Liaising with the relevant Leadership Team member / Head of PSHE to ensure the effective use of Tutor Time and the implementation of the Tutor Programme.



	
	

	Curriculum Development:


	· To advise the relevant Leadership Team member on the appropriateness of the Curriculum for the Year Group and to be involved with its evaluation, monitoring and review.



	
	

	Staffing

Staff Development:

Recruitment/ Deployment of Staff


	· To work with the relevant Leadership Team member to ensure that Staff Development needs are identified and that appropriate programmes are designed to meet such needs – particularly with respect to effective tutoring.

· To be responsible, together with the other Heads of Year, for the effective deployment of relevant Support Staff.

· To undertake Performance management and to act as a reviewer for a group of staff.

· To monitor the effect of cover teachers on the Year Group and to advise the relevant Leadership Team member of emerging issues

· To participate in the interview process for teaching posts when required and to ensure effective induction of new staffing in line with School procedures.

· To promote teamwork and to motivate staff to ensure effective working relationships

· To participate in the school’s ITT programme

· To be responsible for the day-to-day deployment of the Tutor Team and to act as a positive role model.



	
	

	Quality Assurance:


	· To ensure the effective operation of quality control systems

· To establish the process of setting targets within the Year Team and to work towards their achievement

· To establish common standards of tutoring within the Year Group and develop the effectiveness of tutoring

· To contribute to the school’s procedures for lesson observation and Faculty Review

· To implement school quality assurance procedures and to ensure adherence to those within the Year Group

· To support the monitoring and evaluation of the curriculum in line with school procedures including evaluation against quality standards and performance criteria



	
	

	Management Information:


	· To ensure the maintenance of accurate and up-to-date information concerning the Year Group on the school’s Management Information System.

· To make use of analysis and evaluate performance data provided.

· To identify and take appropriate action on issues arising from data, systems and reports, setting deadlines where necessary and reviewing progress on the action taken

· To produce reports within the Quality Assurance cycle for the Year Group

· To help support the analysis of student performance data as part of our Review and Reporting cycle.



	
	

	Communications:


	· To ensure each member of the Year Team are familiar with its aims and objectives

· To ensure effective communication / consultation as appropriate with the parents of students

· To liaise closely with Learning Support, Student Support Services, Education Welfare Service, outside agencies and other relevant bodies

· To represent the Year Team’s views and interests



	
	

	Marketing and Liaison:


	· To contribute to the school liaison and marketing activities eg: the collection of material for press releases

· To contribute to the development of effective links with partner schools, other relevant agencies eg: Learning and Skills Council, Education Welfare the community and attendance where necessary at liaison events.

· To actively promote the Year Group with external agencies and providers.



	
	

	Management of Resources:


	· To identify resourcing needs for the Year Group and to contribute to the efficient and effective use of physical resources

· To co-operate with other Heads of Year to ensure a sharing and effective use of resources for the benefit of the school and the students



	
	

	Pastoral System:


	· To monitor and support the overall progress and development of students within the curriculum area

· To help to monitor student attendance together with students’ progress and performance in relation to targets set for each individual; ensuring that follow-up procedures are adhered to and that appropriate action is taken where necessary.

· To act as Form Tutor and carry out the duties associated with the role as outlined in the generic job description.

· To contribute to PSHE, citizenship and enterprise according to the school policy.

· To assist in the implementation of the Behaviour Management system in the Faculty so that effective learning can take place.

· To promote and safeguard the welfare of students.

	
	

	Teaching:


	· To undertake an appropriate programme of teaching in accordance with the duties of a standard scale teacher.

	Other Specific Duties:
	· To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage staff and students to follow this example.



	

	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, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.


