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 	Job Title:         Head of Year - Non-Teaching 
  
                 Salary:            SCP 25-31 £31,702 - £36,417 actual, term time only plus inset (£36,363 -£41,771) 
  
 	Location:   	Yardley Wood, Birmingham  
 
                 Start Date:      As soon as possible
 
   
Job Description:   
Responsible to the Assistant Headteacher  
Birmingham Diocesan Multi-Academy Trust is committed to safeguarding and promoting the welfare of children and young people and requires all staff to share this commitment. This post is subject to safer recruitment measures, including a DBS check.  
  
Core Purpose  
· To take responsibility for the pastoral and academic welfare of pupils in a particular year group.  
· To raise standards of student attainment and achievement within the year group and to monitor and support student progress.  
· To be accountable for student progress and development within the year group.  
· To develop and enhance the practice of others. 
· To remove barriers to learning and have an impact on students’ life chances. 
 
Responsibilities  Strategic Planning & Development 
· To lead the behaviour management system within the year group so that effective learning can take place. 
· To ensure that student progress and performance is monitored. Where underachievement is identified, take responsibility for ensuring appropriate action is taken. 
· To ensure that student attendance and punctuality is monitored. Where a concern is identified, take  responsibility for ensuring appropriate action is taken. 
· Leading the team of year group form tutors, chairing their meetings and providing agendas and summaries to the SLT. 
· Promoting the position of the form tutor as the person to whom the form should relate. 
· Establishing and maintaining school/year group ethos and cohesion through assemblies, competitions and rewards. 
· Liaising with staff on the progress of individual students, contacting and meeting with parents as  appropriate.  
· Taking responsibility for those events, activities, and meetings that are specific to the year group. 
· To liaise with the Assistant Principal / Key Stage Leaders and appropriate agencies in response to student  needs. 
 
Leadership & Raising Standards 
· To work with wider pastoral team to ensure effective induction of new staff in line with school procedures. 
· To promote teamwork and to motivate staff to ensure effective working relations. 
· To contribute to the implementation of the school’s self-evaluation and the school development plan. 
· To monitor and evaluate the Year group in line with agreed school procedures including evaluation against quality standards and performance criteria. 
· To seek/implement modification and improvement where required. 
 
Maintain Data 
· To ensure the maintenance of accurate and up-to-date information concerning students on the management information system. 
· To make use of data to analyse student performance to inform practice. 
· To identify and take appropriate action on issues identified through data analysis and review the effectiveness of the action taken. 
· To provide the Governing Body with relevant information relating to pupils. 
 
Communication  
· To ensure staff are kept informed of actions that have been taken concerning students.  
· To ensure effective communication with parents. 
· To liaise with external agencies as appropriate. 
 
General Responsibilities 
· To cover form period or lessons when staff are absent.  
· Carry out corridor sweep duties 
· Carry out inclusion centre duties 
· Participate and contribute to transition, open evenings and other events across the school. 
 
Other  
· To maintain personal and professional development to meet the changing demands of the post,  participating in appropriate training activities. 
· To support at all times the Catholic ethos of the school/Multi-Academy Company by promoting the agreed  vision and aims and setting an example of personal integrity and professionalism. 
· To adhere to the Schools’ policies 
· Other duties as may be determined from time to time within the general scope of the post. Duties and  responsibilities outside of the post will only be required with the agreement of the post holder. 
  
This job description is not necessarily a comprehensive definition of the post. It will be reviewed annually.  
  
Safeguarding children and Safer Recruitment   
· Have due regard for safeguarding and promoting the welfare of children and young people and to follow all associated child protection and safeguarding policies as adopted by the school and BDMAT, in line with national requirements.   
· Ensure that all academy policies and procedures are followed by all team members  
  
As a term of your employment, you may reasonably be expected to perform duties of a similar or related nature to those outlined in the job description as required by the Assistant Headteacher and Senior Team.   
 
Personal Specification: 
 
	Category 
	 
	Essential 
	Desirable 

	Christian 
Ethos 
	To actively support and develop the school and Trust’s Christian ethos 
	X 
	 

	 
	Experience of  
working in a secondary Church of 
England school  
 
	 
	X 

	 
	To be a practicing Christian 
	 
	X 

	Qualifications 
	Qualifications relevant to this role 
	 
	X 

	Experience 
	Experience of working / supporting with children or young adults.   
	X 
	 

	 
	Experience of supporting in the delivery of specialist interventions and taking the lead where appropriate. 
	X 
	 

	 
	Experience of managing others including holding others to account. 
	X 
	 

	 
	Experience of leading an initiative that has impacted positively on others. 
	X 
	 

	 
	Experience of working with  
CPOMS  
 
	 
	X 



	 
	Detailed understanding of the principles regarding Safeguarding of Children.  
	 
	X 

	Professional  learning 
	Ability to identify own learning needs and to support others in identifying their learning  needs. 
	X 
	 

	 
	Experience of working with other schools/organisations/agencies 
	 
	X 

	 
	Knowledge of the Free School and Academy education context. 
	 
	X 

	Knowledge  and understanding 
	The ability to develop a philosophy of high aspirations and expectations for every student, giving cognisance to SEND, equal opportunities, diversity, ethos and student management.   
	X 
	 

	 
	The ability to reason with defiance and implement a structure to resolve this.   
	X 
	 

	Skills and personal attributes 
	Ability to manage own workload with limited supervision. Flexible approach to workload management. 
	X 
	 

	 
	Excellent time management and organisation skills.   
	X 
	 

	 
	Ability to develop effective relationships with students, families and  external agencies.  
 
	X 
	 

	 
	Demonstrable knowledge of approaches to working with students  with SEMH needs. 
	X 
	 

	 
	Ability to assess the SEMH needs of students and develop  strategic plans to facilitate development and progress. 
	X 
	 

	 
	Ability to work as part of a team   Ability to help raise attainment of young people. 
	X 
	 

	 
	Ability to deal with challenging  Situations. 
	X 
	 

	
	 
	
	

	 
	Ability to keep detailed and accurate records. 
	X 
	 

	Other 
	Knowledge of the regulations around safeguarding and how to address issues that might arise  
 
	X 
	 

	 
	Understanding of  relevant equal  opportunities, health and safety and safeguarding guidance and legislation and with commitment to keeping up to date with legislative changes affecting schools 
	X 
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