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The Queen Katherine School

JOB DESCRIPTION
POST:


HEAD OF YEAR (Full time non teacher)
POSTHOLDER:


Responsible to: Head of School i/c KS3/4
Responsible for: Tutors in the Year Group

Salary:  Student Support Scale SS5 (FTE)
Working hours – 42 hours per week to recognise the out of hours work required
The successful applicant will be a Head of Year in Key Stage 3 with Year 7, 8 or 9.  If they are with Y7, they will be a permanent Head of year 7 and work closely on transition.  If they are put with Y8 or 9, they will follow the Year group into KS4.  From the interview process, the school will select the most suitable candidate and then decide which year group to base them with.

RESPONSIBILITIES

General Job Purpose:

1. To lead the year team and develop constructive working relationships which contribute to students’ spiritual, moral, social, mental and physical development.
2. To monitor and improve the quality of pastoral care in the year group by reviewing the impact of provision in place. 
3. To co-ordinate, with form tutors, the monitoring and academic progress of individual students.  To support the Head of School to use data to identify underachievement and to co-ordinate appropriate intervention as required.
4. To organise, review and develop the year group’s pastoral curriculum, including assemblies and form time.
5. To plan, monitor and evaluate the development of tutor’s work – including monitoring reports, tutor time observation, year team meetings.
6. To manage and organise the effective day to day pastoral care of students.

7. To create a positive climate to develop staff confidence, motivation and tutor expertise.
8. To develop professional relationships which motivate, challenge and empower students to further learning.

9. To create a positive climate in the year group and keep the profile of resilience, praise and rewards high on the agenda.

10. To be an exemplary leader, operating within agreed legal, ethical and professional boundaries in dealings with staff, parents, students and outside agencies.
Key Tasks:

11. To contribute to whole-school pastoral development and planning through membership of the student support team and middle leaders’ meeting. 

12. To lead, manage, monitor and evaluate the work of tutors in the year team and chair team meetings and provide minutes.
13. To co-ordinate the pastoral curriculum for the year group, in consultation with the Head of School, liaising where appropriate with the Careers Co-ordinator and Head of Citizenship.
14. To be first port of call for parents or members of the school community with general concerns about school issues and foster positive relationships.

15. To deal with Child Protection and Every Child Matters concerns / issues and work with the Safeguarding Officer in line with school procedure.
16. To support in the analysis of progress data and respond to identified barriers to learning and develop effective interventions.  

17. To contribute to the planning, development and delivery of programmes which reduce the number of days lost to learning through low attendance or exclusion, by working with the attendance officer to monitor attendance, promote good attendance and punctuality of students within the year group and arrange suitable interventions for “poor” attenders.
18. To manage matters of student discipline within the processes outlined in the school Behaviour Policy. Ensure the monitoring, evaluation and management of student records within the year group and ensure all extreme and racial incidents are logged on SIMs.  Prepare Individual Support Plans and Pastoral Support Plans where appropriate.
19. To promote and celebrate success within the year group, via the rewards system and other methods of praise. 
20. To promote student responsibility and encourage students to become actively involved in school life, including charity and community work. Support and develop the work of the School Council.

21. To co-ordinate parent consultation evenings, in liaison with the Head of School.
22. To contribute to the setting process as appropriate and to monitor the quality of Progress Reviews.

23. To support tutors in providing student information for reports and references.

24. To assist the Head of School / AHT in the allocation of entrants to the school in consultation with Heads of Department regarding setting.

25. To liaise with the Head of School, Head of Learning Support, link learning support teachers and tutors about appropriate support for students with special educational needs.

26. To attend training that is identified as essential professional development. 

27. To train and act as a safeguarding officer for the school. 
PERSON SPECIFICATION – Head of Year (non-teaching)
	KEY CRITERIA
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	EDUCATION/ Qualifications
	NVQ Level 3 or equivalent qualification in an appropriate subject area

Experience working in a school environment.
	Relevant degree of equivalent level of comparable experience

Training to support emotional, social or development needs

Level 2 safeguarding trained.  
Team teach/safer handling
	Application form and interview

Application form and interview

	Experience
	Proven experience of working with young people age 11 – 16 in a voluntary or other professional capacity 

Proven recent experience of the implementation of Child Protection & Safeguarding policies and procedures
	Experience of working in a school or local government environment.

Experience of working with young people within the secondary sector   (11-19)
Experience of working in an EBD school/PRU

	Application  form, interview and reference

Application  form, interview and reference
Application  form, interview and reference

	Knowledge and Understanding
	Detailed knowledge and experience of Child Protection & Safeguarding legislation and pastoral care systems.

Understanding of the main challenges for pupils in the secondary sector

Knowledge and ability to deal with a range of different pupil behaviours
Knowledge of the National Curriculum requirements for the relevant Key Stage in order to give appropriate support and preparation to children

Understanding of teaching and learning strategies and how these impact on pastoral issues

	Experience of mentoring/coaching young people

Awareness of Inclusion within a school setting

Understanding of multi-agency work
	Application form, interview and reference

Application form, interview and reference

Application form, and interview 



	Skills
	High quality people skills to deal with difficult problems

Ability to use initiative to respond to and resolve problems in the short term

Excellent literacy and numeracy 

General administrative/ICT skills especially in the use of a range of IT Software (Word, Excel, E-mail)

Proven organisational and time management skills

Ability to build effective relationships and work sensitively and effectively with parents, pupils, staff and outside agencies

Ability to promote a positive ethos and have a ‘can do’ attitude
	
	Application form, interview and reference



	Personal
	Professional appearance and conduct

A committed life-long learner, willing to undertake further training

Good communication skills, flexible approach with tact and diplomacy.

Self-motivating and ability to work as part of a team.

Ability to ensure confidentiality.
	
	Application form, interview and reference

	Special Working Conditions
	Working outside of normal school hours will be required

Legally entitled to work in the UK
	Hold a current driving license and have access to a car for work.


	Interview 

Application and interview


