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Post Title:		Head of Sixth Form 

Location: 		Derby Moor Spencer Academy

Salary/Pay Range:	L6-L10

Hours of work: 	Full Time, Permanent

Reporting to:		Vice Principal (Quality of Education)  

Purpose of Role
As part of the extended leadership team the post holder will have overall responsibility for the strategic direction and operational running of the Sixth Form. This will include recruitment, induction, retention and academic monitoring of all Sixth Form students.  They will lead the pastoral and administrative support colleagues and the Year Teams to secure excellent standards of achievement, attendance, punctuality and standards while supporting the enrichment, personal development and wellbeing of all.  They will evaluate the effectiveness of teaching and learning at KS5, monitoring the progress towards targets for students and intervening where necessary. They will have oversight of the Sixth Form curriculum offer and will work with colleagues to set future priorities for the Sixth Form.  The post holder will support students in their progression to Post 18 pathways, liaising with appropriate bodies and organising events to maximise student progression from Post 16 to the next phase. 

Main Duties and Responsibilities 
Working as a leader in the school, the post holder will be required to carry out the following duties.  The nature of the Academy year requires some of these tasks to be done regularly whilst others will be on an annual cycle.  The post holder will be expected to use all Trust standard computer hardware and software packages where appropriate.  

Specific responsibilities include:

Sixth Form Ethos and Direction
· To lead and oversee Sixth Form attainment & achievement and work with the Principal and Vice Principal, for Quality of Education and Achievement to raise KS5 standards and outcomes.
· To produce an annual Sixth Form Improvement Plan which is reviewed regularly to set and communicate the strategic direction of the Sixth Form.
· To lead on and oversee attendance and punctuality and take positive steps to improve attendance for Sixth Form students. 
· To lead on and oversee standards across the Sixth Form including adherence to dress code and expectations.
· To maintain an overview of Sixth Form students and produce reports on progress, achievement and attendance including that of identified sub groups.
· To lead and monitor the Sixth Form Enrichment, Independent Study, Home study, UCAS and Post 18 progression activities.
· To liaise with Vice Principal for Quality of Education and coordinate Sixth Form recruitment including all associated marketing and events. 
· To lead on the development on the Sixth Form ethos and identity.

Support and Intervention
· Meet with students, parents/carers or staff on issues relating to the Sixth Form.
· Ensure suitable local national data packages (e.g. Sixth Form RAG, Oxford Analytics, SISRA) are being used by subject staff to monitor student progression and where necessary implement suitable intervention strategies.
· To work with Vice Principals for Quality of Education and Achievement on the tracking of Sixth Form students’ attainment and achievement and to arrange intervention support to maximise student outcomes.
· To attend the Sixth Form RAG and provide essential information regarding pastoral support and gather information to ensure individual interventions are appropriate.
· To support teachers and subjects including overseeing intervention packages for identified students in collaboration with Faculty Leaders or KS5 leads.
· To meet students who are flagged up for behaviour, bullying, student concerns or other incidents and to carry out appropriate follow up actions.
· To liaise with the SEN / Inclusion team to ensure SEND students are tracked, supported and provided with interventions where required.
· To be available to support all Sixth Form Tutors and lead Year 13 Tutors.
· To support and monitor procedures for/with students on report in line with school policy.
· To make organisational arrangements for the admission and induction of new students.
· To attend and support Post 16 and GCSE exam download and results days.
· To plan and conduct Sixth Form student interviews following the publication of GCSE results. 

Communication
· To ensure successful communication with parents/careers, members of school staff and outside agencies.
· To prepare for and attend multi agency meetings as appropriate.
· To attend Parents Evenings, Review Days/Excellence Days, A level and GCSE results days and special events as relevant to the Sixth Form.

Administration
· To organise the administration of pastoral procedures for the Sixth Form.
· To ensure all Bursary administration is completed.
· To oversee the organisation of work for absent students where appropriate.
· To lead on the organisation of Sixth Form events such as Open Evening, Induction Days, Work Experience, Sixth Form Parents’ Evenings etc.
· To lead on the organisation of Sixth Form Educational Trips and Visits.
· To support the organisation and distribution of progress data and student reports.
· To be involved in the preparation of student references.
· [bookmark: _Hlk74077368]To liaise with the examination office regarding the administration of internal and external assessments in collaboration with the Vice Principal for Achievement.
· To prepare reports for student Disciplinary Meetings as appropriate.
· To support the completion of the Sixth Form School Census in collaboration with Sixth Form admin and the Senior Leadership Team Operations Manager.

Other Sixth Form Specific Duties
· To lead on the coordination and delivery of the Form Time Learning programmes and Enrichment for Year 12 and 13 including the production of materials for Year 13 which link to the whole school personal development. 
· To lead on monitoring Tutors in delivering the programme.
· To deliver Sixth Form assemblies and recruitment assemblies to other year groups.
· To lead the Sixth Form Tutors in delivering pastoral care, support and guidance to students liaising with external agencies where necessary.
· Ensure all Tutors and KS5 teachers are actively implementing the school’s policies including behaviour, attendance, dress code and safeguarding and ensure appropriate follow up to reporting procedures.
· To deliver a careers programme, ensuring students receive advice, impartial support and guidance on progression to higher education, training and employment through liaison with the Director of Futures.
· To coordinate sixth form specific Drop-Down Day activities.
· To oversee the admission of new year groups, from application to enrolment with close communication with the Progress Leader for Year 11.
· To develop and deliver an induction programme for students to promote effective transition
· To maintain an overview of KS5 retention figures and progression to Post 18.
· To lead and promote the Sixth Form contribution to whole school Student Voice and community links.
· To complete administration for blocking of timetables for KS5 year groups.
· To oversee students who are not applying to university in making successful applications in other areas.
· To organise the appeals, process in relation to the bursary.
· To lead on the organisation of the Enrichment programme of the Sixth Form.
· To liaise with the Assistant Principal responsible for reporting to quality assure the effective completion and distribution of Sixth Form reports.
· To lead and manage the UCAS/Unifrog process including provision of student support and guidance on A level results days.
· To plan and lead innovative ways for the Sixth Form to contribute towards the Derby Moor Community.

General
· Work in a professional manner and with integrity and maintain confidentiality of records and information.  
· Maintain up to date knowledge in line with national changes and legislation as appropriate to the role.
· Be aware of and comply with all Trust policies including in particular IT, Health and Safety and Safeguarding.
· Participate in the Trust Professional Performance Review process and undertake professional development as required.
· Adhere to all internal and external deadlines.
· Contribute to the overall aims and ethos of the Spencer Academies Trust and establish constructive relationships with nominated Academies and other agencies as appropriate to the role.






These above-mentioned duties are neither exclusive nor exhaustive, the post-holder may be required to carry out other duties as required by the Trust.

The Spencer Academies Trust is committed to safeguarding and promoting the welfare of all our students and expects all employees and volunteers to share this commitment.  All posts are subject to enhanced DBS checks and completion of Level 2 safeguarding training.
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Person Specification 

	
	Essential
	Desirable

	Qualifications and experience 

	Understanding how to use data to maximise achievement
Being a highly effective, qualified teacher
Background knowledge of external agencies to support students and their families
Recent professional development such as NPQML / NPQSL / ELE / SLE or other professionally recognised programmes
Previous experience as a Form Tutor, pastoral leader or subject leader
Experience leading a team and having impact for at least 2 years
A track record of contributing positively to whole school initiatives
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	Knowledge and skills

	Knowledge of the UCAS process
Presenting effectively to parents, pupils and staff
Experience of delivering assemblies
Ability to work calmly under pressure
Ability to communicate clearly orally and in writing 
Ability to work collaboratively with others 
A current and strategic understanding of the post 16 curriculum
Excellent organisational and administrative skills
Accuracy and attention to detail
Ability to use Microsoft Office applications (minimum Word, Excel Powerpoint)
Ability to relate to young people in a supportive firm and fair manner
Knowledge of new Ofsted framework for leadership and Sixth Form
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	Personal qualities

	Excellent interpersonal skills with the ability to maintain strict confidentiality
Energy and enthusiasm, friendly and positive attitude
A diplomatic and patient approach
Initiative and ability to prioritise own work and that of others to meet deadlines
Efficient and meticulous in organisation
Able to follow direction and work in collaboration with the leadership team
Able to work flexibly, adopt a hands-on approach and respond to unplanned situations
A commitment to on-going personal development and willingness to undertake appropriate training
Good record of attendance and punctuality
Ability to evaluate own development needs and those of others and to address them
Commitment to support for the school including support for out of hours school activities e.g. attendance at functions and Celebration Evenings, Open Nights, Progress Evenings   
Commitment to the highest standards of child protection and safeguarding
Recognition of the importance of personal responsibility for health and safety
Developing trusting relationships with pupils, parents and staff
Not barred from working with children
Commitment to the Trust’s ethos, aims and whole community
An interest in becoming a senior leader
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