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Heads of year play a pivotal role in setting the culture and standards within their year group. They are accountable to and supported by senior leaders with responsibility for behaviour, attendance, safeguarding and personal development. 
Aim and main purpose of the job 
· To support, hold accountable and develop a team of tutors focusing on high standards of social, personal and academic development of students
· To be responsible for the attendance, wellbeing and discipline of a Year group 
· To lead, manage, motivate & develop year team tutors  
· To be a visible presence within the school, monitoring students’ behaviour at changeover times, social times and within lessons 
· To promote the ethos and values of the school 
· To liaise with the inclusion, attendance and pastoral teams, senior staff and with relevant outside agencies 
· To work effectively with staff on improving attendance and punctuality

Responsibilities in addition to classroom teaching
 General responsibilities:
· [bookmark: _Int_wPshd746][bookmark: _Int_oQQ8Jny2]To lead both the team of tutors and cohort of students. This involves giving a clear vision and direction to all, identifying key areas for improvement and planning appropriate actions to meet them. 
· To ensure that tutors are monitoring uniform and equipment and responding to breaches. 
· To support tutors in their role and hold them to account for the execution of that role. This includes, but is not limited to, response to parents, carrying out high quality tutor time activities as per the programme and conducting return to learning/post absence  and academic monitoring conversations.
· To manage both the people and resources associated with each year group. 
· To promote the ethos of the school through leading high-quality assemblies. 
· [bookmark: _Int_bkoaNieY]To analyse and interpret a range of data pertinent to the cohort, in order to monitor behaviour, homework and attitude to learning, rewards, attendance and punctuality. 
· To have a knowledge and understanding of all of the different groups of students within the cohort (HPA, SEND, LAC, underachievers, poor attenders, FSM etc) in order to be able to monitor behaviour, attendance and engagement and plan appropriate interventions. 
· To support the SLT and HoF in coordinating intervention and enhancement strategies for targeted groups of students. 
· To monitor the use of rewards and sanctions for the cohort, liaising with Heads of Faculty where issues arise.  
· To set and staff detention sessions as required.
· To monitor attitude to learning and attitude to homework and to intervene when students are falling below our standards.  
· To be a positive interface with the school for parents/carers. 
· To have oversight of the role of the form tutors for the cohort, including identifying training needs and provide support for PSHE. 
· Working with the Careers co-ordinator, to prepare students for progression and help ensure we hit the Gatsby benchmarks. 


Leadership and Management 
· To have or to undertake an appropriate middle leadership qualification.  
· To lead and manage a team of tutors and maintain regular formal and informal contact with tutors. 
· To ensure all tutors understand, and are actively implementing the key aspects of the school’s policies including those for behaviour, attendance, uniform and safeguarding. 
· To set the agenda for Year Team meetings. 
· To make a significant contribution to the induction of tutors.
· To provide a link for parents, tutors, SENCO, Head of Inclusion, teachers, Heads of Faculty, SLT and external agencies. 
· To initiate and respond to communications with parents/carers ensuring that they are kept fully informed and involved in the behaviour and pastoral care of their children. 
· To contribute to the organisation of any parent information evenings by encouraging and monitoring parent attendance to such events with a specific focus on contacting the parents of PP students. 
· To monitor student attendance and punctuality on a weekly basis and to take all the appropriate steps to ensure that attendance and punctuality of students in the year group are at the highest levels. 
· To oversee students on report and make contact with parents/carers when necessary. 
· To play the leading role in the disciplining of students referring situations to the appropriate member of SLT when appropriate. 
· To contribute to the management of key school events: for example; Awards Evening, parents’ evenings, extra curricular etc
Administration 
· To organise and, through a team of tutors, implement a framework for daily tutorial activities. This includes both day to day administrative tasks (checking absences, uniform, equipment etc) and year specific tasks (preparation for exams, options, learning conversations etc) 
· To ensure that all tutors have access to relevant materials in order to deliver high quality tutorial activities. 
· To maintain individual student records as necessary and ensure that they are kept up to date. 
· To oversee ‘in year’ admissions for new students. This will include liaising with the member of staff responsible for admissions, meeting potential students and parents/carers and (in conjunction with key staff)organising timetables and setting. 
· To monitor the settling in of new students. 

This job description may be varied by SLT line managers in consultation with the postholder. 
