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HEAD OF YEAR KS4 

 
TLR 1A  £8069 

 

 
JOB DESCRIPTION 

 

The Head of Year is responsible for making clear and effective decisions about: planning, 

implementing and evaluating the PSHE curriculum; leading and managing teaching and non-

teaching staff; and organising Year Team resources.  The Head of Year has overall 

responsibility for the standard of pupils' work and behaviour in the Year Group. 

 

The postholder will ensure that practices improve the quality of education provided, meet the 

needs and aspirations of all pupils and help to continue to raise standards of achievement in 

the school. 

 
JOB PURPOSE 

 

Support the Deans in the management and leadership of the Year Groups at the Key 
Stage, in order to ensure the highest possible standards of pupil achievement, personal 
development and well-being.  To provide effective leadership and management and 
thereby build and maintain an effective team which continually enhances the quality of 
learning and achievement within the Key Stage. 
 
REPORTING 
The post holder will report to the Assistant Headteacher.  

 
RESPONSIBLE FOR  
The post holder will be responsible for the specific duties agreed with the Deans and the SLT 

contact. 

 
WORKING TIME AND CONDITIONS 
These will be as specified in the latest School Teachers Pay and Conditions Document and 

the Teaching and Learning Responsibilities.  These include a working time of 195 days per 

year full time. Disclosure level – see Appendix One. 

 
DIMENSIONS 
The post holder will be responsible for the following, with reference to the national 

framework for middle leaders: 
● The strategic direction and development of the Year Group  
● Teaching and learning 
● Leading and managing staff 
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● Pupil progress and standards of achievement 
● The efficient and effective deployment of staff and resources 

 
ACCOUNTABILITIES 
 
The Professional duties of teachers, (other than the Headteacher) are set out in the School 
Teachers pay & Conditions Document and describe the duties required of all teachers. In 
addition, the specific requirements of the post of classroom teacher, along with the 
particular duties expected of the post holder have been set out below: 
General Responsibilities: 

 
Curriculum 

 

1.1 To prepare, teach and evaluate lessons throughout an agreed age and ability range in 

accordance with statutory requirements, school aims and objectives, school policies and 

Departmental schemes of work. 

1.2 To use a range of teaching and learning strategies and resources so that individual 

pupils have access to the curriculum. 

1.3 To contribute to the teaching of cross curricular themes, skills and dimensions. 

 
Pupils 

 

2.1 To support the school policy on behaviour, discipline and pupils welfare in the 

classroom and maintain a well-ordered, disciplined learning environment.   

2.2 To ensure that pupils use equipment safely. 

2.3 To maintain a tidy, safe and stimulating working environment. 

2.4 To liaise with the Learning Support Department and the form tutor over pupils with 

special educational needs and to modify teaching accordingly. 

2.5 To ensure that targets outlined in a pupil’s Individual Education Plan are pursued. 

2.6 To liaise with and clarify the role of any support teacher allocated to the class. 

2.7 To promote the use of the School Library. 

2.8 To keep a record of pupils’ attendance at, and punctuality to, lessons and report any 

notable observations to the form tutor. 

2.9 To ensure that homework is set and recorded in the pupils’ planner in accordance 

with School Policy. 

2.10 To ensure that the rewards systems are used. 

2.11 To set and maintain high standards of pupils work in the classroom. 

  
Assessment 
 

3.1 To assess pupils' work in accordance with statutory requirements and school 

policies.  To maintain a record of pupils' attainments.  To use assessments to diagnose 

individual strengths and weaknesses and to plan subsequent teaching accordingly. 

3.2 To regularly mark and assess pupils’ work in accordance with school policy. 

3.3 To write reports on pupils and attend meetings with parents. 

3.4 To assist the Head of Department in setting and marking internal examinations. 

3.5 To ensure that external examination requirements are satisfied. 

3.6 To recommend individual pupils for particular examination courses. 

 



 

3 | Page-February 2020 

 

School Duties 
 

4.1 To undertake duties across the school on a rota basis. 

 
General 
 

5.1 To take reasonable care of Departmental resources and to account for any equipment 

used. 

5.2 To attend Departmental and other school meetings in accordance with the school’s 

meetings cycle and assist in planning and evaluation. 

5.3 To set cover work when on leave of absence. 

5.4 To liaise with the SLT Line Manager and an appraiser over career and professional 

development. 

5.5 To report anything immediately which could endanger or threaten the health and 

safety of pupils or staff to the Business & Resources Manager. 

5.6 To use the school system for reporting maintenance and health and safety issues. 

 
PLANNING 
 

6.1 to construct a Year Team Development Plan defining short, medium and long term 

goals. The plan will be used in the construction of School Development Plan;  

6.2 to see to the implementation and evaluation of the Year Team Development Plan;  

6.3 to prepare the Year Team for inspection both internal and external against the  

OFSTED framework. 

 
CURRICULUM 
 

7.1 to construct schemes of work in PSHE which satisfy statutory requirements and are 

compatible with the school's aims policies and ethos: 

7.2 in consultation with the PSHE Co-Ordinator, to produce, monitor and evaluate the 

schemes of work and modify them in the light of new attitudes and approaches, changed 

examination syllabi, or altered school or national policies; 

7.3 to ensure that schemes of work are differentiated to meet the needs of individual 

pupils; 

7.4 to liaise with the SENCO over pupils with special educational needs; 

7.5 to ensure that schemes of work show continuity and progression in; 

 * curriculum objectives and content; 

 * the development of cross curricular skills; 

 * teaching and learning strategies; and 

 * the role of the pupils in assessment. 

7.6 to ensure that Year 7 schemes of work build on skills, attitudes, knowledge and 

concepts developed in the primary school and progress through to post 16; 

7.7 to assist in the development of cross-curricular themes, skills and dimensions; 

7.8 to promote teaching and learning strategies within PSHE, that stimulate pupils 

interest and involvement in learning and which meet the needs of individual learners, 

drawing on good practice in different areas of the school; 

7.9 acquire a range of educational resources which: 

 * motivate and interest pupils; 

 * meet National Curriculum requirements 
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 * support the school policy statement on equal opportunities 

 * are relevant to the needs of the pupils and society; and 

 * assist in the development of a range of cross-curricular skills, themes and   

 dimensions; 

  

7.10 to develop and monitor assessment procedures compatible with the school policy 

and statutory requirements; 

7.11 to ensure the arrangement of educational visits which aim to support curriculum 

objectives and to liaise with the Deputy Headteacher, regarding detailed arrangements; 

7.12. to liaise with other Middle Leaders and the SLT over the whole school curriculum 

planning;  

7.13. to liaise with the Deputy Headteacher in preparing the school calendar; 

 
PUPILS 

 

The Head of Year should, in consultation with the S.L.T. demonstrate the ability to set in 

place and maintain strategies: 

 

8.1. to establish and maintain high levels of expectations in pupils.  To ensure that the 

school guidelines on behaviour, presentation of work and completion of homework are 

implemented; 

8.2. to establish procedures for the assessment and recording of pupils progress in line 

with school and national policy.  To ensure that pupils records are passed on from year to 

year;   

8.3. to ensure that pupils and their parents are provided with information and guidance 

about courses offered at Key Stage 4; 

8.4. to supervise the completion of Reports, Records of Achievement and Individual 

Action Plans; 

8.5. to ensure liaison with academic and learning support staff over individual pupils 

needs, especially during times of stress.  To monitor attendance and punctuality and ensure 

that pupils use their planners; and 

8.6. to assist in the discipline and congratulation of individual pupils 

 
HUMAN RESOURCE MANAGEMENT 
 

The Head of Year should demonstrate the ability to lead, motivate and get the best out of 

others. 

 

9.1. To assist with recruitment and appointment. 

9.2. To delegate appropriate responsibilities and duties to members of the Year Team. 

9.3 To make arrangements for the induction of newly appointed teachers, as tutors. 

9.4 To liaise with the member of the SLT responsible for Staff Development in 

promoting the professional development of teachers within the Year Team.  

9.5 To identify strengths and weaknesses of staff and take appropriate actions to 

encourage high morale.  To bring to the attention of the 'Line' manager areas of concern in 

the professional capability and competency of teaching and non-teaching staff. 

9.6 To implement school procedures for the monitoring and evaluation of the work of 

teachers in the Year Team.  To ensure that lesson plans are prepared, schemes of work are 

followed, and pupils work is assessed and the credit system is used by tutors. 
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9.7 To support teachers in the Year Team in the organisation and arrangement of their 

work. 

 

9.8 To establish structures for consultation, communication and evaluation.  To hold 

regular meetings at which staff feel confident and free to express opinions.  To consult with 

staff and distribute agendas.  To ensure that minutes are distributed to members of the Year 

Team and the Senior Leadership Team. 

9.9 To organise work for absent staff, ensuring that suitable work is set and resourced. 

9.10 To meet with the Senior Leadership Team Line Manager and exchange information. 

9.11 To engender a common sense of purpose, shared vision and sense of mission with 

the Year Team. 

9.12 To have a thorough knowledge of the Year Team staff, to take interest in their well-

being and to offer guidance as appropriate. 

 
THE COMMUNITY 

 

10.1 To ensure effective dialogue with parents in accordance with school policies. 

10.2. To ensure that pupils records are received from the partner primary schools. 

10.3. To assist in the induction of pupils at all levels of entry into the school. 

10.4. To ensure that pupils receive advice of post 16 courses. 

10.5. To contribute to reports to Governors when required. 

10.6. To maintain a dialogue with the support services and advisory staff. 

10.7. To promote those links with the local community which enhance curriculum 

provision. 

 
GENERAL 
 

 

1. To comply with individual responsibilities, in accordance with the role, for health & 
safety in the workplace 
 

2. Ensure that all duties and services provided are in accordance with the School’s Equal 

Opportunities Policy 

 

3. The Governing Body is committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and volunteers to share in this commitment. 
 

4. The duties above are neither exclusive nor exhaustive and the post holder may be 
required by the Headteacher to carry out appropriate duties within the context of the job, 
skills and grade. 
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Because of the nature of this job, it will be necessary for the appropriate level of criminal 

record disclosure to be undertaken. Therefore, it is essential in making your application that 

you disclose whether you have any pending charges, convictions, bind-overs or cautions 

and, if so, for which offences. This post will be exempt from the provisions of Section 4 (2) of 

the Rehabilitation of Offenders 1974 (Exemptions) (Amendments) Order 1986. Therefore, 

applicants are not entitled to withhold information about convictions which for other 

purposes are ‘spent’ under the provision of the Act, and, in the event of the employment 

being taken up; any failure to disclose such convictions will result in dismissal or 

disciplinary action by the Authority. The fact that a pending charge, conviction, bind-over or 

caution has been recorded against you will not necessarily debar you from consideration for 

this appointment.  

 

Disclosures are handled in accordance with the DBS Code of Practice which can be accessed 

from the Children and Learning Department, HR Division, or on www.disclosure.gov.uk for 

any posts based in schools.  

 

 
The School is committed to safeguarding and promoting the welfare of children and 
expects all staff to share this commitment. Applicants must be willing to undergo child 
protection screening appropriate to the post, including checks with past employers and 
the Disclosure and Barring Service 
 

http://www.disclosure.gov.uk/
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HEAD OF YEAR 

 
TLR 1A 

 
Person Specification 

 

We are seeking to appoint an outstanding person who can demonstrate that s/he has the 

necessary qualifications and training, experience, knowledge, skills, abilities and qualities 

outlined in this person specification. You are therefore asked to demonstrate in your 

supporting statement that you match the person specification. 

 
The School is committed to safeguarding and promoting the welfare of children and 
expects all staff to share this commitment. Applicants must be willing to undergo child 
protection screening appropriate to the post, including checks with past employers and 
the Disclosure and Barring Service. 
 

 
Personal Qualities 

 
Essential 
 

Relates well to pupils 

Ability to work in a team 

Ability to articulate personal values in relation to education and 

subject 

Self-Motivated, with ability to use initiative 

Can work under pressure, with a high level of commitment and 

determination 

Commitment to curriculum enrichment activities 

Ability to lead by example, and make decisions 

Commitment to equal opportunities and inclusion 

Excellent interpersonal skills and with a sense of humour 

 

 
Professional Attributes 

 
Essential 
 

High expectation of learners and a commitment to ensuring they 

achieve their full potential 

Good organisational and leadership skills 

Ability to support/coach others to improved practice 

Extensive knowledge of the Humanities curriculum at the Key Stage 

Leadership skills and qualities  

 

 

 

 



 

8 | Page-February 2020 

 

 
Professional Knowledge and 
understanding 

 
Essential 
 

Excellent subject knowledge 

A proven track record of excellence in the classroom leading to 

good outcomes for pupils 

A good understanding of data and the role of assessment in the 

learning process 

Ability to develop pupils’ literacy, numeracy and ICT skills 

 

 
Desirable 

 

Understanding of the middle leader’s role in relation to 

development planning, monitoring, review and evaluation of the 

department 

 

 
Professional Qualifications 

 
Essential 
 

Qualified Teacher Status or equivalent 

Evidence of recent Professional Development 

 

 
Desirable 
 

Recent participation in relevant in-service training and further 

professional study 

 

 

 

 

 

 

 
 


