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JOB PROFILE 
Job title: Head of Year 

Responsible to: Assistant Head Teacher 

Responsible for:   Tutor Team, Pastoral Support Assistant 

Salary / Grade: Main Scale / Upper Pay Range plus TLR 2B (£4,403 PA) 

Working hours / weeks: 27.5hrs Term time only 

Core purpose: To provide leadership for the development, welfare and behaviour of all 
students in a year group. 
To play an integral role in ensuring high standards are maintained while 
supporting the academic, personal, social and emotional development of 
students within the school through the consistent and fair implementation 
of values and expectations. 
To be responsible for all students in a year group including, student 
behaviour, attendance, provision of pastoral care. 
To provide leadership for a large tutor team. 

Corporate responsibilities: 

 To ensure that the responsibilities of the role are carried out in a way that reflects the vision and 
values of the Trust. 

 To be aware of and observe all policies, procedures, working practices and regulations, and in 
particular to comply with policies relating to Child Protection, Equal Opportunities, Health and 
Safety, Confidentiality, Data Protection and Financial Regulations, reporting any concerns to an 
appropriate person. 

 To contribute to a culture of continuous improvement. 

 To comply with all reasonable management requests. 
 

All teachers are required to: 
1) Work towards and promote the School Vision and the current school aims outlined in the School 

Improvement Plan. 
2) Maintain practice in accordance with the Teachers’ standards. 
3) Fulfil the responsibilities of all teachers as defined in the most recent version of the School 

Teachers Pay and Conditions Document. 
4) Undertake professional development activities to enhance personal development and job 

performance. 
5) Carry out a share of supervisory duties in accordance with published rosters. 

6) Participate in appropriate meetings with staff and parents as defined by the school calendar. 
 

General duties & responsibilities: 
1) Plan, teach and evaluate lessons to ensure a variety of tasks and learning experiences for 

students matched to their needs thus ensuring high quality learning 
2) Continuously assess students, provide feedback, set targets for students and ensure they know 

how best to improve. 
3) Use positive discipline management techniques to resolve conflict and promote collaborative 

learning. 
4) Consistently apply and develop whole school policies to ensure effective learning and inclusion. 
5) Contribute to the teaching of literacy and numeracy across the curriculum. 
6) Use appropriate ICT to ensure effective learning. 
7) Work with parents as partners to raise standards and achievement. 
8) Form professional and co-operative working relationships with colleagues. 
9) Set a good example to students through professional conduct and personal presentation. 
10) Commitment to ensuring that every student is given the opportunity to achieve their potential and 

meet the high expectation set for them
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The Head of Year is integral to ensuring the academic, personal, social and emotional development 
of students within the school through the consistent and fair implementation of our values and 
expectations. The pastoral care system reinforces the importance of effective learning supported by 
good behaviour by creating a climate in which pupils feel secure and are aware of their obligations. 
The school works on the assumption that pastoral care is a means to an end and it exists, not for its 
own sake, but to enable students to achieve their full potential. This supports the vision of the school. 

The post holder will have the overview of all students in the given year group whilst the main 
responsibilities of the post can be categorized as: 

1) Ensuring the highest standards of behaviour. 

2) Maximising attendance of all students. 

3) Leading the pastoral system for the year group and directing the tutor team. 

4) Ensuring effective parental engagement 

5) Strategic direction and development of Pastoral Care across the school. 

6) Leading, managing and improving student development across the curriculum. 

7) Creating a positive learning ethos for all students. 

 

A. Strategic direction and development of Pastoral Care across the school. 

 Be familiar with the Academy Development Plan (ADP) and steer pastoral work to 
reflect its priorities. 

 Write and evaluate an annual year group ADP and year group Evaluation Form (SEF). 

 Keep up-to-date with new curriculum and syllabus developments to ensure the CEIAG for 
students and parents is up to date and reflecting national initiatives. 

 Set agenda and chair timetabled year group meetings, ensuring a good balance between 
maintenance and developmental needs. 

 Attend team meetings on a regular basis. 

 Set agenda for Pastoral INSET days and support whole school INSET days with Pastoral 
initiatives. 

 

B. Leading, managing and improving student development across the curriculum 

 Overseeing the pastoral welfare and discipline of all students in each cohort. 

 Monitor the progress made by students towards achieving targets and identify under- 
achieving students. 

 Monitoring the attendance patterns of individual students and tutor groups and taking the 
necessary action in order to improve the attendance statistics for the year group. 

 Be responsible for the monitoring and overview of student record of achievement/references 
for the given year group. 

 Carry out an annual exam/progress review using national data to inform Year group ADP. 

 Work with HOF’s to set appropriate and challenging targets for students and cohorts. 

 Implementing appropriate mentoring and intervention programmes for students as required. 

 Ensure the CEIAG for students, parents and other teachers on all matters relating to a child’s 
progress in an academic year are in place and to liaise with other staff on these matters. 

 Where appropriate, assisting in advising and counselling students on choices at Key Stages. 

 Have an overview of Key Stage Transitions (as appropriate) and facilitate in the production 
and collection of relevant information for students. 

 Liaise with SEN / Inclusion to ensure SEND students are tracked, supported and provided 
with interventions where required. 

 Liaise with parents and Outside Agencies to ensure information is shared and student 
wellbeing is at the heart of interventions. 

 Liaise with the CPO in all aspects of Child Protection and Sensitive issues. 
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C. Teaching and learning 

 Be responsible for the establishment of Tutor Groups and liaise with HOF with regard to the 
formation of Teaching Groups. 

 Be responsible for ensuring appropriate use of tutor time in order to create a purposeful 
learning environment with which to start the day. 

 Be responsible for the co-ordination of PSHE for the given year group. 

 Manage, monitor and coach the work of tutors. 

 Coach and monitor the consultation process to ensure that all team members are aware of 
their professional commitment to this aspect of our work and that feedback to parents is 
professional, helpful, clear and in line with all school policies. 

 Take a lead in school self-evaluation processes. 

 Play a leading role in initiating and monitoring the implementation of whole school policies as 
they affect students (e.g. rewards and sanctions, behaviour management, sex and 
relationship education, homework etc.) 

 Ensure suitable schemes of work are in place for all years reflecting national exam and 
assessment requirements. 

 Ensure that accurate and easily accessible records are kept on each student and that these 
records are disseminated properly. 

 Co-ordinate regular tutor observations as part of whole school QA programme, reporting 
outcomes to LT and line managers. 

 Ensure sanctions for poor student discipline are in place, linked into whole school procedures. 

 Ensure suitable national data is being used by subject staff to set challenging targets for the 
students. 

 Use effective data to monitor student progress and where necessary implement suitable 
intervention strategies (e.g. immersion days, revision classes, booster sessions, one-to-one 
tuition and parental contact). 

 Monitor staff use of data to check student progress, ensuring that the progress of groups such 
as MAT, SEND, PP and LAC is addressed. 

 Ensure that appropriate comment banks and student targets are available for reporting to 
parents. 

 
D. Leading and managing the work of the tutor team. 

 Leading a team of tutors in ensuring that each cohort develops a positive ethos which reflects 
the school’s vision statement. 

 Lead and manage the team of tutors to high standards of performance, including challenging 
aspects of underperformance in line with the school’s disciplinary procedures. 

 Ensure that the tutor team is aware of and works towards inculcating the school’s core values 
as an integral part of the school’s motivation/rewards system. 

 Ensure that the team is aware of and works towards meeting national and school targets for 
improvement. 

 Ensure that tutor reports are written positively, given authentic and factual, use an agreed 
format and language and are completed to meet the agreed deadlines. 

 Be responsible for leading and directing tutors and ensuring parental feedback is recorded 
and acted upon. 

 Establish clear expectations and constructive working relationships among all staff, including 
through team working and mutual support; devolving responsibilities and delegating tasks, as 
appropriate; evaluating practice and developing an acceptance of accountability. 

 Support the LT in carrying out their vision for the school. 

 Organize and lead the Assistant Head of Year and Pastoral support Officer, ensuring they 
have clear job descriptions, and are carrying out these roles effectively. 

 Be responsible for staff development within the year team. 

 Ensure performance management of staff is carried out. 
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 Keep year group staff up to date with calendar issues and general notices. 

 Support and promote whole school/cross curricular initiatives. 
E. Creating a positive learning ethos for students. 

 Encouraging high standards of work, behaviour and dress in students. 

 Be responsible for leading and organising year assemblies which reflect and promote the 
aims and ethos of the school/year group and the core values of the school. 

 Provide an enrichment of school life by encouraging staff/students to participate in a variety of 
enrichment activities related to learning and development. 

 Commend students for excellent work or effort. 

 Promote an effective rewards system for students within each cohort. 

 Ensure that student opinions expressed though School Councils and Student Questionnaires 
are valued and responded to positively 

 Develop and maintain an appreciation and pride amongst the year group and generate a 
culture of achievement and success. 

 Be responsible for the promoting of a sense of identity/belonging and community in order to 
fulfil our core values which includes celebrating success at all levels. 

 Implement whole school Behaviour Management and intervention procedures to ensure a 
positive learning environment for all. 

 

F. Efficient and effective deployment of staff and resources 

 Be responsible for the management of year group funds for the provision of student 
enrichment and services. 

 Oversee routine administration such as holiday forms, lateness, truancy, appointments to 
leave the premises working alongside the AAL/PSO. 

 Have over sight of the selection, appointment, coaching and monitoring of year 
representatives/officials (e.g. prefects, year council reps) 

 Deal with unexpected staffing issues and tutor absence. 

 Have an oversight and work alongside the HOF for the allocation of students to classes. 

 Have an overview of all admissions to the year group, directing the relevant staff to ensure 
the transition into school is smooth and efficient. 

 Be responsible for the promotion of the year team (e.g. open evenings, school website). 

 Attending meetings as appropriate. 

 Liaise with the site manager to ensure that there is a safe working and learning environment 
in which risks are properly addressed. 

 Use accommodation to create an effective and stimulating environment for the teaching and 
learning of the pastoral curriculum. 

 Liaise frequently with the LT link. 
 

Notes: 
This document is an overview of the role. The responsibilities will include but will not be limited to 
those listed above and it is anticipated that the role will evolve over time and as such the duties may 
change. 

 

This document does not form part of the contract of employment. 
 

This post will have contact with children and as such a satisfactory disclosure from the Disclosure and 
Barring Service (DBS) is required as a condition of employment. 
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Core Values: 

 
Respect for individuals: We work together to create a culture based on trust, respect and 

dignity. 

Integrity: We are open, honest and direct in our dealings. 

Collaboration: We know that there is strength in working together, communicating, 
sharing ideas and best practice and finding more efficient and effective 
ways to deliver our objectives. 

Continual improvement: We are a learning organisation that strives always to ‘make our best 
better’. 

Accountability: We hold ourselves accountable and take ownership. 

 
 
 

PERSON SPECIFICATION 
 

Role: Head of Year E/D A I 

Qualifications and Training 

1 Qualified Teacher Status. E  

2 Record of continuing professional development E  

3 Graduate with a good Honours Degree. E  

Experience 

4 Experience of teaching and maintaining the professional teaching standards E  

5 Pastoral training/experience E  

6 Appropriate Inset undertaken and further accredited study E  

7 Experience of leading / managing a whole school project / development D  

8 Line management of staff and leading teams to achieve goals E  

9 Proven track record of development work alongside SEND. E  

10 Able to plan systematically to build on current and previous student attainment D  

11 Experience of involvement in whole school initiative(s) D  

12 Experience of applying safeguarding procedures E  

13 Delivering high levels of student achievement and progress E  

Knowledge and understanding 

14 A clear educational philosophy E  

15 Knowledge and understanding of current Child Protection legislation, 
procedures and initiatives. 

E  

16 Excellent practice in SEND and behaviour management. E  

17 Knowledge of National Curriculum and initiatives, including post 16 
developments 

E  

18 Good knowledge of pedagogy, how students learn and teaching and learning 
styles 

E  

19 Knowledge of effective assessment strategies E  

20 How to use data for target setting and improving performance in an 
educational environment 

E  

21 How to raise the profile of inclusion within the school and the community D  

22 Previous experience of working as a Head of Year D  
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Skills and abilities 

23 Skilled classroom practitioner including effective behaviour management and 
the ability to use a range of learning strategies 

E  

24 Ability to work effectively under pressure and meet tight deadlines E  

25 Good IT skills. E  

26 Ability to establish and maintain effective relationships with students and 
colleagues 

E  

27 Ability to support others to achieve expectations and manage behaviour E  

Personal attributes 

28 Ability to inspire and motivate students E  

29 Creativity, energy and enthusiasm E  

30 Flexibility and adaptability to change E  

31 Willingness to research, draw upon and implement good practice from 
elsewhere. 

E  

32 Will to drive continuous improvement in all aspects of school life E  

Other 

33 A commitment to uphold and promote equality of opportunity E  

34 Demonstrates an understanding of Safeguarding issues relevant to the post E  

 

KEY: 
 

E Essential 

D Desirable 

A Assessed by Application Form 

I Assessed by Interview 

 

Date: September 2017 


