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Principal’s Welcome 
 
 
 
 
 
 
 
 
 
 

 
Dear Applicant, 
 
Thank you for your interest in the position of Head of Sixth Form maternity cover with the City of London 
Academy Highgate Hill. We are delighted that you have chosen to apply to our academy and welcome your 
application. During our recent Ofsted inspection, we have been graded ‘Good’ with ‘Outstanding’ features. 

 
 
City of London Academy Highgate Hill opened in September 2017 as a mixed, all ability, non-denominational 
academy inheriting four cohorts (Years 8 to 11) from what was previously, Mount Carmel Catholic College for 
Girls. Our state of the art sixth form building opened in January 2024. 

 
 
We aim to provide a world class education for our students - making them ‘well-rounded’ individuals. Our 
vision is to therefore create an academy that will exemplify ‘Outstanding’ secondary practice, evidenced by 
excellent attainment and progress for all pupils. Highgate Hill provides learning experiences that reflect the 
characteristics for which the City of London is known around the world:  
 
• High expectations, aspirations, excellence and a belief that all can succeed 
• Creativity, innovation and enterprise, alongside tradition and heritage are championed 
• Developing people who are confident, resilient, compassionate and democratic 

 

 
If you feel that you can make a positive contribution, please apply. We look forward to receiving your 
application. 

 
 
Yours faithfully, 

 

 
 
 
Prince Gennuh 
Principal 
 
 
 
 



 

Head of Sixth Form maternity cover - Job 
Description 

 
Post: Head of Sixth Form maternity cover 
 
Accountable to: Assistant Principal Sixth Form  
 
Salary Range: Inner London Pay Scale + TLR 1B £12,521 
 
Working Pattern: Full Time, Fixed term (1 academic year) 
 
Location: City of London Academy Highgate Hill 
 
Disclosure level: Enhanced 
 
Responsible for:  
 
Sixth form student outcomes, the day-to-day running of the sixth form, the academic progress and 
pastoral welfare of the sixth form students and the future development of the sixth form. 
 
Principal Accountabilities 
The duties outlined in this job description are in addition to those covered by the latest School 
Teacher’s Pay and Conditions Document. It may be modified by the Principal, with your agreement, 
to reflect or anticipate changes in the job, commensurate with the salary and job title. 
 

• To assist the Principal and Assistant Principals in the overall leadership and management of 
the academy’s sixth form 

• To provide professional leadership and management of the sixth form ensuring high quality 
teaching, effective use of resources, and high standards of learning and achievement for all 
students. 

 
Main Activities and Responsibilities  
Main duties and responsibilities are indicated here. Other duties at an appropriate level and nature 
may also be required and will be negotiated. 
 

• Promote high expectations in all aspects of sixth form and academy life 
• Lead and manage a tutor team to ensure that all students receive appropriate personalised 

support  
• Work with Subject Leaders to drive forward the academy target setting and support 

strategy 
• Set up and use data systems in order to systematically monitor and evaluate each student’s 

attendance, attainment and progress, in liaison with senior staff 
• Liaise effectively with Subject Leaders, teachers and parents/carers to ensure that each 

student makes expected progress, and plan appropriate interventions where necessary 
• Be responsible for the day-to-day management of the sixth form study rooms and other 

related facilities 
• Plan and deliver the sixth form induction programme 



 

• Organise and implement the sixth form enrichment activities and additional programmes 
(Elite University Preparation Programme, Emerging Talent Programme) 

• Assist with the administration of admissions to the sixth form of both internal and external 
admissions (including being available on A level and GCSE results days) 

• Assist with the marketing and recruitment activities for the sixth form 
• Plan and implement the Duke of Edinburgh award for all sixth form students who wish to 

take part 
• Contribute to the development of the Higher Education strategy 
• Produce reports and references as required, including contributing to the UCAS process 
• Work closely with partner schools to develop a coherent work-related/careers strategy for 

the sixth form 
• Assist with the organisation of open evenings, consultation evenings and other events 

relating to the sixth form 
• Work closely with the Year 11 Achievement Leader and Heads of Year to support the 

transition programme 
• Develop and deliver a targeted support programme for the Oxbridge/Russell group 

students 
• Support the effective implementation of the progression projects to targeted students 
• To support the development of the CPD programme for tutors, teachers, Subject Leaders 

and TA’s where necessary 
• Lead and support sixth form assemblies and leavers’ celebrations 
• Participate in the academy’s performance management scheme, agree an action plan and 

undertake the required training in order to update skills and meet the requirements of the 
academy’s strategic plan 

• Supporting whole school and faculty self-evaluation strategies 
• Support extended day activities to enhance student learning experiences 
• To teach subjects and classes as required by the Principal 

 
Other Responsibilities include: 

• Analyse and interpret relevant national, local and academy data, plus research and inspect 
evidence, to inform policies, practices, expectations, targets and teaching methods 

• Use data effectively to identify students who are underachieving in the sixth form, and 
create and implement effective plans of action to support those students 

• Manage systems for target setting 
• Be responsible for maintaining high standard of behaviour within the sixth form by 

enforcing the agreed academy expectations concerning dress, behaviour, attendance and 
discipline 

• Patrol corridors and visit sixth form lessons daily to ensure high standard of behaviour 
around the academy site 

• Work closely with students to create a distinctive sixth form ethos 
• Liaise with outside agencies such as social services, police liaison officer, volunteers etc 
• Organise and take sixth form assemblies according to the pattern established by the Senior 

Leadership Team 
• Lead the key stage 5 PHSCE programme 

 
Key Responsibilities 
 
Strengthening Community 
 



 

• Develop, implement and maintain effective strategies to promote engagement of the whole 
academy community. In particular to establish effective relationships with all parents/carers 
and promote their involvement in their children’s learning and academy activities.  

• Actively support the diversity of the academy’s communities and students. 
 
Safeguarding and Promoting the Welfare of Children 
 

• Have knowledge of, and adhere to, safeguarding policies and procedures.   
• Ensure a safe and supportive academy culture. 
• Ensure the welfare of children is safeguarded and promoted in line with current best 

practice and any relevant legislation. 
 
Other Responsibilities 
 

• Ensure equality of opportunity for all students in order that they may achieve to the best of 
their ability. 

• Ensure equality of opportunity for all staff to facilitate their continuing professional 
development. 

• Be aware of and understand the duties and responsibilities arising from the Children’s Act 
2004 and statutory guidance Working Together to Safeguard Children in relation to child 
protection and safeguarding children, young people and vulnerable adults as it relates to 
this role. 

 
Standards/Quality Assurance and Additional Responsibilities 
 

• Fulfil a negotiated teaching commitment in one or more subjects and be an excellent 
classroom practitioner. 

• Uphold the academy’s behaviour code and uniform regulations. 
• Develop links with neighbouring schools/academies. 
• Conduct detentions and duties as designated by the Principal. 
• Support extended day activities to enhance students’ learning experiences. 
• Adhere at all times to professional business standards of dress, courtesy and efficiency in 

line with the ethos and specialism of the academy. 
• Attend and participate in meetings, open evenings and student performances. 
• Compile statistical returns as required. 

 
Key Organisational Objectives 
 
The post holder will contribute to the academy’s objectives in service delivery by: 

• Following Health and Safety requirements and initiatives as directed. 
• Sharing the academy’s commitment to safeguarding and promoting the welfare of children 

and young people. 
• Ensuring compliance with Data Protection legislation. 
• At all times operating within the school’s Equalities policies, demonstrating commitment 

and contribution to improving standards of attainment. 
• Ensuring customer care and quality assurance initiatives. 
• Fulfilling the role of Student Personal Adviser and/or mentor if required. 
• Contributing to the maintenance of a caring and stimulating environment for young people. 

 



 

 
Safeguarding Children 
COLAT is committed to safeguarding and promoting the welfare of children and young people. We 
expect all staff to share this commitment and to undergo appropriate checks, including enhanced 
DBS checks. 

 

The above responsibilities are subject to the general duties and responsibilities contained in the 
Statement of Conditions of Employment. The duties of this post may vary from time to time 
without changing the general character of the post or level of responsibility entailed. 

 

The person undertaking this role is expected to work within the policies, ethos and aims of the 
Trust and to carry out such other duties as may reasonably be assigned. The post holder will be 
expected to have an agreed flexible working pattern to ensure that all relevant functions are 
fulfilled through direct dialogue with employees, contractors and community members.  

 

English Duty 
This role is covered under part 7 of the Immigration Act 2016 and therefore the ability to speak 
fluent spoken English is an essential requirement for this role.  

 

  



 

Head of Sixth Form maternity cover – Person 
Specification 

 
Our Values and Vision 
The City of London Academies Trust, sponsored by the City of London Corporation, aims to provide 
high-quality education for students and pioneer educational innovation. We are driven by the 
ambition to provide world-class experiences and deliver exceptional educational outcomes for the 
young people we serve.  
 
All City of London academies draw upon the traditions, institutions, heritage and historical 
successes of London to furnish each of their diverse communities with life-transforming learning 
experiences. In doing so, we believe that the young people we serve develop into successful, 
compassionate young adults, who make a positive contribution to their local, national and global 
communities.  
 
Our schools are characterised by a common understanding of what makes outstanding schools, 
based on five key principles which are known as our 'Foundations of Excellence'. 
 
Our Staff 
Our staff have high expectations, are consistent and driven to provide the best teaching and 
opportunities for our students. Teachers work in a well-disciplined environment where they are 
able to teach creative and engaging lessons, and all staff are given exciting opportunities to 
develop and learn from exceptional practitioners. 
 
Equal Opportunities 
The postholder will be expected to carry out all duties in the context of and in compliance with the COLAT 
Equalities policies. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 Essential Desirable 
Qualifications 

Educated to degree level or equivalent ✓  

Qualified teacher status ✓  

Evidence of continuing professional development  ✓ 
Experience and skills  

Ability to teach up to A level ✓  

Ability to use ICT effectively ✓  

Ability to use ICT to raise achievement and as a management tool ✓  

Ability to provide high quality teaching to students of all abilities ✓  

Leadership experience, including managing staff and students ✓  

Ability to use collaborative teaching methods and work with colleagues in the preparation, assessment 
and monitoring of work 

✓  

Demonstrable experience of improving student outcomes ✓  

Excellent student behaviour management skills ✓  

Ability to provide high-quality outcomes ✓  

Experience as a form tutor and/or pastoral work ✓  

Teaching and Learning 
Outstanding learning secured for students through outstanding teaching and a calm, orderly 
environment 

✓  

Effective, rigorous and sensitive relationships with students that secure positive emotional health and 
excellent behaviour and attitudes 

✓  

Vision and values 

Vision and values aligned with the academy’s high aspirations and high expectations for children, staff 
and families 

✓  

Willingness to engage with parents in order to encourage their close involvement in the education of 
their children 

✓  

Clear understanding of the ethos and strategies to establish high standards of outcomes and attitudes 
and behaviour in an area of socioeconomic challenge, and commitment to relentlessly securing those 
standards 

 ✓ 

Knowledge of the Academy Strategic Plan and KPIs and the role to be played by the Sixth Form    ✓ 
Resilience and motivation to support the academy through day-to-day challenges while maintaining 
positivity and professionalism 

✓  

Ability to lead and inspire all students with a sense of the intrinsic joy of learning and their own ability 
to succeed 

✓  

Rigorous use of data to inform and shape teaching and learning in order to secure outstanding 
outcomes for all students 

✓  

Strong organisational skills ✓  

A deep commitment to the safeguarding and wellbeing of all students ✓  

Relationships with Stakeholders 

Commitment to working with others to secure the best outcomes for children ✓  

Skilful management and understanding of how to secure strong relationships with other academy staff, 
families and other external relationships 

 ✓ 

Work-Related Personal Qualities 
Demonstrate personal enthusiasm and commitment aimed at making a positive difference to children 
and young people and raising standards 

✓  

Demonstrate personal and professional integrity, including modelling values and vision ✓  

Commitment to support the aims of the Trust ✓  

Flexible and able to manage workload and competing deadlines, prioritising appropriately, using 
initiative and maintaining good humour 

✓  

Evidence of commitment to and understanding of collective responsibility ✓  

 

 
 



 

HOW TO COMPLETE THE APPLICATION 

 
Vacancy Title: Head of Sixth Form maternity cover 
 
Vacancy Description: Fixed Term (1 academic year), Full Time 
 
Vacancy Location: City of London Academy Highgate Hill 
 
Vacancy Closing Date: 10.00am Friday 17 April 2026 
 
Submission: Applications must be submitted via the My New Term 
portal on the following link: https://mynewterm.com/trust/City-of-
London-Academies-Trust/2705 

 
 



 

  
 
 
 


