[image: image1.png]


[image: image2.png]



Bushey Meads School

Job Description
	Post Title
	Head of Sixth Form

	Purpose
	This is a leadership position at Bushey Meads School, involving taking responsibility for the welfare and academic success of all students in school and ensuring they have the skills and are fully prepared for Higher Education or the Workplace.

	Reporting to
	Assistant Headteacher KS5

	Liaising with
	Governors, Headteacher/Senior Leadership Team, teaching and support staff, LA representatives, external agencies, students and parents/carers

	Working Time 
	195 days per year full-time 

	Salary/Grade
	Teachers Pay scale (fringe) + TLR2c

	Disclosure Barring Service
	Enhanced with Barred List Check 

	MAIN (CORE) DUTIES

	Strategy
	This is a key leadership role within the school.  Ideally it will be for an outstanding teacher and proven leader who is able to:
· provide leadership to the Sixth Form team
· provide support to ensure high quality teaching and learning takes place at all times within Sixth Form lessons in order to effectively challenge our students and raise student aspirations
· support students within the Sixth Form to overcome any barriers to learning
· work as part of a team to increase student numbers through effective marketing, recruitment and retention to our post-16 provision

	Teaching
	Setting the Standards

· teach students according to their educational needs, including the setting and marking of work to be carried out by the student in school and elsewhere

· use teaching strategies which will stimulate learning appropriate to student needs and demands of the syllabus

· assess, record and report on the attendance, progress, development and attainment of students and to keep such records as are required

· provide, or contribute to, oral and written assessments, reports and references relating to individual students and groups of students

· ensure that ICT, Literacy, Numeracy, cross-curricular aspects and school subject specialism(s) are reflected in the teaching/learning experience of students

· undertake a designated programme of teaching

· ensure a high quality learning experience for students which meets internal and external quality standards

· prepare and update subject materials

· undertake assessment of students as requested by external examination 

	Teaching ctd.
	bodies, departmental and school procedures

· mark, grade and give written and verbal and diagnostic feedback to students of individual work and group work they have undertaken
Within and Beyond the Classroom

· set high expectations of learners’ behaviour, establishing and maintaining a good standard of discipline
· establish a safe environment which supports learning and in which learners feel secure and confident
· use and model teaching strategies which will stimulate learning appropriate to student needs
Organisation and Interpersonal Skills
· have excellent organisational abilities
· ensure that learning objectives are met and that best use is made of the available teaching time
· use teaching methods which sustain the momentum of learners’ work and keep all learners engaged
· mark and monitor learners’ assigned classwork and home learning, providing constructive oral and written feedback, and setting targets for learners’ progress
· use assessment for learning strategies to model the use of effective feedback including peer and self-assessment to ensure that learners know how to make progress 
· assess and record learners’ progress systematically
· have the ability to deal with students and adults in a professional and effective manner

	Using Data
	Using Data and Self Evaluation Effectively
· set targets for raising achievement for KS5 students
· collect and interpret available data and use effectively to plan appropriate interventions
· update the Executive Principal, SLT and Governing Body on the progress of KS5 students as appropriate, attending strategic planning meetings and Governor’s meeting as required
· manage the Sixth Form within the delegated budget
· develop understanding of the learning needs for KS5 students and implement strategies to further raise achievement and aspirations
· attend the pre-A level results day to support with analysis of results

	Operational and

Strategic Planning


	· plan and prepare enrichment days and induction days for KS5 students

· monitor the progress of individual students

· monitor the CDC Activity programme, conducting learning walks and drop in observations

· monitor the Kindness Matters (Community Service) programme 
· lead the EPQ programme, conducting learning walks and drop in observations, and overseeing entries and moderation
· lead KS5 assemblies following the Theme of the Week and provide tutor resources linked to the assembly

· lead and organise parental information evenings and parent consultation evenings

· liaise with higher and further education establishments to provide students with advice, support and references

· monitor attendance and punctuality for KS5 students

· lead KS5 CDC team meetings

· celebrate student achievements through assemblies and the rewards system
· organise events for the Sixth Form such as the Year 13 Prom and Springboard graduation


	Operational and

Strategic Planning ctd.

	· be responsible for behaviour of students in KS5
· work with the Assistant Headteacher responsible for KS5 to implement strategies for recruitment and retention

· train as a Deputy DSL for child protection to help support vulnerable KS5 students and remove barriers to their learning
· Attend A level results day to provide support and guidance to students and staff

· Attend GCSE results day to lead the recruitment process for students joining Bushey Meads Sixth Form 

· Oversee the UCAS application process delivering training to staff and students utilising the unifrog platform

	Curriculum Provision and Development:
	· liaise with Heads of Faculty and the Curriculum Manager, to ensure that the KS5 curriculum provides a range of teaching which complements the school’s strategic objectives
· assist in the process of curriculum development and change so as to ensure the continued relevance to the needs of students, examining and awarding bodies and the school’s Strategic Commitment, Purpose and Intent

	Staffing

Staff Development:

Recruitment/ Deployment of Staff
	· line manage the Assistant Head of Sixth Form, Deputy Head of Sixth Form and Sixth Form Pastoral Administrator
· continue personal development in the relevant areas including subject knowledge and teaching methods

· engage actively in the Performance Appraisal Review process

· work as a member of a designated team and contribute positively to effective working relations within the school

	Quality Assurance:


	· adhere to and to help to implement school quality procedures
· oversee the effective monitoring of Sixth Form lessons
· contribute to the process of monitoring and evaluation of the Sixth Form in line with school procedures, including evaluation against quality standards and performance criteria.  
· implement modifications and improvement where required

· review from time to time methods of teaching and programmes of work, providing support as appropriate
· take part, as required, in the review, development and management of activities relating to the curriculum, organisation and pastoral functions of the school

	Management Information:

	· maintain appropriate records and provide relevant accurate and up-to-date information for the school’s management information system

· complete any relevant documentation to assist in the tracking of students

· track the progress of relevant students and use the information to inform your teaching and learning

	Communication:


	· communicate effectively with all stakeholders as appropriate

· communicate and co-operate with persons or bodies outside the school where required
· contribute to the school newsletter on a weekly basis
· follow agreed policies for communications in the school

· attend meetings according to the school’s Directed Time Policy and as required as a Senior Leader within the school

	Marketing and Liaison:


	· take part in marketing and liaison activities such as Open Evenings, Parents’ Evenings and liaison events with partner schools

· organise the annual ‘Into the Sixth Evening’, Next Steps evening and Sixth Form Taster Days

· contribute to the development of effective links with external agencies
· lead and develop the Alumni programme, ensuring regular events are held throughout the year and alumni newsletters are published on a termly basis

· oversee the promotion of Alumni success throughout the school

	Management of Resources:


	· contribute to the process of the ordering and allocation of equipment and materials
· ensure the efficient and effective use of resources and to contribute to the efficient for KS5

	Pastoral System:


	· lead the KS5 Character Development Coaches (CDC’s), holding weekly briefings and half termly meetings
· promote the general progress and well-being of individual students and of the Sixth Form as a whole

· liaise with CDC’s to ensure the well-being and educational development of all KS5 students
· ensure CDC’s accompany students to assemblies, encourage their full attendance at all lessons and their participation in other aspects of school life

· evaluate and monitor the progress of students and keep up-to-date student records 

· contribute to the preparation of action plans, progress files, individual education plans, and other reports as needed
· communicate any barriers to learning experienced by students making necessary recommendations for strategies or support needed
· communicate as appropriate, with the parents of students and with persons or bodies outside the school concerned with the welfare of individual students
· ensure the behaviour management procedures are applied consistently to enable effective learning to take place

	Other Specific Duties:

	· to play a full part in the life of the school community, to support its Strategic Commitment, Purpose and Intent and to encourage staff and students to follow this example

· to promote actively the school’s policies

· to continue personal, professional development

· to actively engage in the school’s self-review and evaluation processes

· to actively engage in the school’s Appraisal of Performance processes

· to comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate

· to attend meetings as determined in the meetings policy and as directed by the Executive Principal

· to undertake any other duty as specified by School Teachers’ Pay and Conditions Document, not mentioned in the above
· to comply with the school’s procedures concerning safeguarding and to ensure that training is accessed

	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. 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 maintain a standard of dress conducive to their position as professionals and in setting an example to students.

	This job description is current at the date shown, but following consultation with you, may be changed by Management to reflect or anticipate changes in the job which are commensurate with the salary and job title.


November 2025
