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JOB DESCRIPTION

POST TITLE:		Head of Year (Non-Teaching)

GRADE:	 		Scale 5

HOURS:			37 hours per week, term time only 

RESPONSIBLE TO:	Pastoral Lead


PURPOSE OF THE JOB:		
Led by the Pastoral Lead, take responsibility for monitoring the progress and development of students within the year group. This includes tracking academic progress and development, attendance, punctuality, and behaviour, ensuring that successes are recognised, and that any underachievement is identified and addressed promptly.

Take a lead responsibility in co-ordinating appropriate intervention for students within your year group whose attendance, achievement or behaviour is a concern.

To run the Pastoral Hub with other Heads of Year in an effective manner to help the school to achieve its aims and objectives.
Lead and manage the Pastoral Hub in collaboration with other Heads of Year, ensuring its effective operation in line with the school’s aims and objectives to deliver the whole school strategy and improvement plan.

MAIN RESPONSIBILITIES:

Operational/Strategic Planning 

● To lead the development of appropriate syllabuses, resources, schemes of learning, and teaching and learning strategies in pastoral time. 
● Lead and manage to ensure effective day-to-day management of tutors and students in the cohort. 
● Support the Pastoral Lead and others in actively monitoring and following up student academic progress. 
● Support and undertake transition activities as required for the cohort.
● To implement school policies and procedures, e.g. Equal Opportunities, Health and Safety etc. 
● To lead and work with colleagues to formulate aims, objectives and strategic plans for the cohort which have coherence and relevance to the needs of students and to the aims, objectives and strategic plans of the school. 
● The planning and running of year group and House enrichment activities

Main duties:

● Lead by example in all areas of the pastoral development curriculum.
● Monitor the standards of progress, attendance, punctuality, behaviour and welfare 
within their year group.
● To analyse and interpret a range of data pertinent to the cohort in order to evaluate 
students’ progress, achievement and attainment, and report to SLT, staff and parents as 
appropriate.
● To use a variety of data for the cohort in order to identify underperformance and make referrals as required to meet the needs of the cohort and groups of and/or individual students.
● To have a knowledge and understanding of all of the different groups of students within 
the cohort (HAPS, SEND, CIC, EAL, underachievers, poor attendance, FSM etc) in order 
to be able to monitor progress and plan appropriate interventions.
● Take responsibility for the pastoral care of students in the year group, liaise closely 
with other Heads of Year to ensure continuity and progression across Key stages 
3 and 4; and in order to address transition at Key stages 2 and 5.
● To support the Pastoral Lead in coordinating intervention and enhancement strategies for 
targeted groups of students.
● Work under the leadership of the Pastoral Lead.
● To monitor the use of rewards and sanctions for the cohort, liaising with others
where issues arise.
● To be a positive interface with the school for parents.
● Establish good relationships, encourage good working practices and support and lead 
teachers in the year group.
● Lead, support, motivate and direct tutors working within the year group.
● To have oversight of the role of the form tutors for the cohort, including identifying 
training needs and provide support and resources for the Pastoral Development 
Curriculum.
● Oversee all aspects of the pastoral organisation and management, including preparing 
agendas and chairing meetings, in order to ensure that school policies and practices 
are being delivered.
● Coordinate the planning and delivery of assemblies and ensure the effective use of tutor periods.
● Co-ordinate the engagement of students within the decision-making processes 
of the school, through organised Student Councils and leadership opportunities.
● Oversee the introduction process of new members of pastoral staff within the year group. Make sure each member of staff has access to, understands and can apply consistently, the school’s pastoral procedures and strategies, especially new staff
● Coordinate and oversee the organisation of charity, performance, sporting, social and 
other enrichment activities for the year group and House teams
● Liaise with SEND, ALG and outside agencies/providers, including Alternative Provision and ‘Directions off site’ to monitor the progress and behaviour of those students.
● Attend daily behaviour meeting with pastoral teams
●Manage the transition of new pupils arriving or existing pupils returning to school, putting the necessary support in place to overcome any barriers to learning
●Co-ordinate the development of pupils’ individual support plans and review ongoing progress towards set goals
●Work with the Attendance Officer to monitor and implement strategies to improve the attendance of pupils who are on targeted interventions    
●Work with the SENCO to identify pupils in need of additional support and to develop individual support plans 

Support to School

● Understand and comply with policies and procedures relating to Child Protection, Health 
& Safety and Security, confidentiality and data protection, reporting concerns to an 
appropriate person.
● Understand the school’s policies relevant to the specialist subject/support provided and 
how they relate to the local and national frameworks/policies.
● Be aware of and support difference and ensure all students have equal access to 
opportunities to learn and develop,
● Contribute to the overall ethos/work/aims of the school.
● Attend and participate in regular meetings and participate in training and other learning 
activities as required.
● Supervise students on visits, trips under the overall guidance of the responsible teacher, in 
accordance with an appropriate Risk Assessment.

The post holder will have a shared responsibility for the safeguarding of all children and 
young people. The post holder has an implicit duty to promote the welfare of all staff, 
children and young people and to be committed to promoting diversity and inclusion.



This job description was created in March 2026.  It will be reviewed annually and may be amended according to changing requirements of the College.

The post holder’s responsibility for promoting and safeguarding the welfare of children and young people for whom s/he comes into contact will be to adhere to and ensure compliance with the School’s Safeguarding and Child Protection Policy Statement at all times.  If, in the course of carrying out the duties of the post, the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the school, s/he must report any concerns to his/her Line Manager or the School’s Designated Child Protection Officer. 
Principal:  Dawn White                 T: 01733 703991 
E: office@sirharrysmith.com           W: www.sirharrysmith.cambs.sch.uk
Sir Harry Smith Community College is part of The Aspire Learning Trust, 
a company limited by guarantee, registered in England and Wales No. 8006711.  
Registered office: Eastrea Road, Whittlesey, Peterborough PE7 1XB
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