The Bourne Academy Job Description 
Title of Post: Head of Year Group (Teacher/Non Teacher)
Contract & Hours: Full time 
Disclosure Level: Enhanced
Accountable to: The Principal
Line Managed by: The Director of Personal Development, Behaviour and Welfare, The Vice Principal 
Line Management Responsibility: Year Group Tutors; appropriate member of the Administration Team as required
Main Purpose:  
To make a major contribution to the ethos and culture of the Bourne Academy through  
the leading and managing of student academic, personal, social and spiritual welfare, progress and guidance; the leadership and management of the Year Group and its staff; the maintenance and development of effective Home Academy liaison.  As a strategic pastoral leader responsible for standards of attendance, behaviour, safeguarding, personal development and academic engagement across an allocated year group. As the primary professional advocate for all students in the cohort, the post holder ensures timely intervention, precise use of data, and strong home, Academy partnership so that all students particularly the most vulnerable are safe, supported and able to flourish. 

The role includes significant safeguarding responsibility, high‑level decision‑making, and extensive collaboration with internal teams and external specialist agencies. 

The key indicator of success in this role is to secure the highest levels of achievement possible for students in your Year Group through challenge and support.
 
As Head of Year you will also be expected to undertake the following: 
· Ensuring the success of all students in your Year Group by leading oversight of student progress, welfare and engagement, using data to identify risk and need across cohorts (PP, SEND, EAL, CP/CiN, attendance risk, behaviour risk).Liaising with SENDCO to ensure the success of all students in your Year Group, including students with barriers to learning 
· Ensuring a strong Year Group  ethos through assemblies, role modelling and support for every student in your Year Group  in their spiritual, moral, social and cultural development and welfare through , assemblies and tutor time, including statutory content on safeguarding, equality, anti‑bullying, respectful relationships and online safety. 
· Ensuring that all students in your Year Group have at least good behaviour for learning, and that the majority have outstanding behaviour for learning, and that they are rewarded accordingly  
· Playing an active role in pastoral duties ensuring that all students understand how to report concerns and take swift, proportionate action on bullying, sexual harassment, prejudice‑based incidents and safeguarding disclosures. 
· Ensuring that students in your Year Group complete sanctions where necessary 
· Ensuring that all students are continuously rewarded for doing the right thing 
· Being the primary link for students in your Year Group between the Academy and home  
· Ensuring 100% accurate and up to date records on students in your Year Group, including all personal data and Home-Academy agreements  
· Ensuring smooth transition from year 6 into year 7 for students in your Year Group working collaboratively with the Assistant Principal Inclusion, and wider Inclusion Team  
· Supporting the delivery of Year Group & House competitions and fund-raising events  
Key Accountabilities 
	Student academic progress, spiritual, moral, social and cultural development and welfare. Development of  student participation, leadership skills and responsibility for self


	· Ensure high levels of student attendance and punctuality in your Year Group
· Ensure the success of all students in your Year Group by overseeing a programme of 1-1 mentoring, including mentoring selected students in your Year Group 
· Ensure and monitor continuously the impact of intervention plans with individual students 
· Ensure all students have high standards of behaviour for learning, that they are rewarded, that they feel safe, that their talents are spotted and developed

· Ensure excellent behaviour for learning and behaviour and safety around the Academy site of all students in your Year Group by being a visible presence during and beyond the Academy day, visiting lessons on a daily basis, and organising and assisting with Catch-up and other discipline procedures

· Support every student in your Year Group in their spiritual, moral, social and cultural development and welfare 
· Ensure that all students know that anything they report to you, eg occurrences of bullying, will be followed up
· Be responsible for maintaining high standards of uniform within the Year Group 

· Lead new student induction to the Year Group to ensure smooth transition
· Support students on Work Experience placements
· Deliver extra-curricular activities including the Period 6 ACE sessions and holidays learning programmes/events 
· Oversee Year Group Council elections and meetings
· Develop student leadership skills, eg through responsibilities within the Year Group/House competitions, charity work, community service, Academy events and ACE

	Strategic and operational leadership and management of the Year Group, its staff and students


	· Be responsible for the strategic and operational leadership and management of the Year Group, its staff and students, in line with Academy policies & procedures
· Develop a strong Year Group identity and ethos                                                                                                                                                                                          

· Contribute to whole Academy self evaluation and ensure that Year Group plans are in line with Academy expectations

· Manage the Year Group budget/funds and ensure that Year Group areas look smart
· Ensure that tutors in your Year Group are following the academy’s tutor time programmeOrganise and lead training of your tutor team, hold regular Year Group Team meetings with effective and timely action points, and monitor and evaluate tutor time and tutoring
· Develop and manage the Year Group tutor time programme 
· Organise and lead Year Group competitions programme (eg sports, music, chess, attendance)

· Organise Year Group celebrations to include, prize giving days including prizes for academic achievement, advancement in Academy competencies eg leadership skills, charitable work and trips 

· Organise Academy Year Group trips and residentials, and other after hours designated Academy events in line with Academy policy

	Development of the Home Academy partnership


	· Be the single point of contact for students and their families and external agencies supporting them and ensure that queries/concerns from home are dealt with on the same day

· Establish and maintain positive working partnerships with families, ensuring that all parents/carers sign the Home-Academy Agreement

· Initiate meeting with parents/carers to inform, consult and liaise with them regarding student progress, achievements and concerns according to Academy policy and procedures 
· Attend and organise appropriate Consultation Evenings, Awards Evenings, Open Evenings, and other parent/carer partnership events 
       (      Ensure smooth transition from year 6 into year 7

	Liaison with staff and external agencies  
	· Liaise regularly with other HoH to ensure a consistent approach across Year Groups  
· Liaise with Academy staff as required, including with the SENDCo and Team Leaders, eg re access and supervision arrangements for examinations

· Liaise with outside agencies, eg undertake an assessment,  school nurse, counselling, CAMHS, community paediatrician, young carers, social services, Educational Psychologist service, safeguarding, drug, alcohol support, PCSO and youth service to ensure that all students are fully supported

· Provide information for students' interviews and reviews with external agencies, to include child protection reports, confidential court/social service/medical reports, assessment , Educational Psychologist referrals, CAMHS referrals, Community paediatrician referrals etc 
· Write and implement IEPS, parenting /behaviour contracts, risk assessments, reports  and hold re-admission interviews following exclusion, and oversee managed moves to other schools

· Collect case studies of students, including EAL, for Ofsted and LT

· Provide comprehensive data at the Governors’ Discipline Committee for students with fixed term exclusions of more that 15 days in a term, and for the LT and Governors following a decision to permanently exclude a student, ensuring that all recording of incidents and interventions is accurate and comprehensive, and that exclusions packs for parents/carers and Governors are technically sound
· Meet regularly with outside providers, eg Tregonwell Academy, to monitor progress of all students in alternative education

	Safeguarding
	· Check daily attendance and start of the day punctuality of students in your Year Group
· Closely monitor and reduce to zero internal truancy

· Maintain accurate and up to date records for students in your Year Group and ensure efficient record keeping in line with statutory requirements

· Ensure that the Year Group meets all its legal obligations, including compliance with Child Protection and Health and Safety regulations 

· Support a calm, purposeful learning atmosphere, including reducing exclusions to zero

· Undertake regular safeguarding training as required

· Ensure that statutory and Ofsted requirements for Safeguarding are met

	Teaching/

Instructing
	· Undertake an appropriate programme of teaching or instructing in accordance with either the duties of a standard scale teacher (Please see Academy Teacher Job Description) or an instructor

	General Responsibilities


	· Actively support, develop and participate in the link Academy arrangements with Canford School 

· Contribute actively to the PSHE and Citizenship programmes 

· Undertake relevant training as required 

· Cover as required for absent Heads of Year Group
· Undertake any other duty as specified by the Principal 


This job description is not necessarily a comprehensive definition of the post. It will be reviewed annually as part of the Performance Management process and it may be subject to modification or amendment at any time, after consultation with the holder of the post in order to reflect changes in organisational requirements and to ensure that the future goals of The Bourne Academy are successfully achieved.
The Bourne Academy is committed to developing the skills of all members of its learning community.  If you have any query about your own personal development, please speak to your line manager.

Signed:

____________________________________

Review Date:
