
 
 

Role Title:  Assistant Head of Year                                                   Typically Reports to: Head of Year  

 

Band 4 (scp 22 to 25)                                                                               

£20,661 to £22,658  pro rata to term time working, plus 2 weeks                                                                                                

Purpose of the role (job statement) 

 

To assist the Governors and Headteacher in creating, establishing and delivering a vision for the school 
to ensure that every child succeeds. To support the Head of Year to lead, develop and manage high 
quality provision focusing on student attendance, behaviour, care, support, welfare and guidance. To 
support a team of Learning Tutors in the implementation of pastoral care, engagement, attendance 
and behaviour for learning strategies for the young people in named year group. 
 

Principal Responsibilities: 

 

1. Assist in the implementation of the aims and objectives of the school. 
2. Maintain and develop the distinctive ethos and character of the school in accordance with the 

directions given by the Governors and the Head teacher. 
3. Be as visible and accessible as possible throughout the school day to provide encouragement 

and support for students’ learning and drive an ongoing focus on high expectations. 
4. Work with individual pupils on a 1:1 basis or in groups in order to remove barriers to learning, 

with a focus on pastoral care, behaviour, attendance, persistent absence and family support. 
5. Ensure the health and safety of colleagues and young people. 
6. Undertake home visits as necessary to work with pupils and their parents within a named year 

group to overcome barriers to learning. 
7. Work with colleagues to identify vulnerable pupils/pupils at risk of underachievement within a 

named  year group. 
8. Use pastoral data to identify groups of students at risk in a named year group, create specific 

intervention packages to support pastoral care and progress, and monitor impact. 
9. Ensure subject staff understand, and are actively implementing, the key aspects of the 

School’s safeguarding, behaviour and inclusion policies, including monitoring attendance, 
absence and behaviour of students in a named year group. 

10. Carry out any other duties commensurate with the grading of the post as directed by the Head 
teacher  

 

Additional Specific Responsibilities 

 

Strategic Planning:  

To liaise with the Head of Year and link Assistant Headteacher to create a development plan which 
contributes positively to the achievement of the school improvement plan and which actively 
involves all Learning tutors in its design and execution. 

 

To contribute to specific priorities in a named year group. 

Staffing:  

To support the Head of Year and learning tutors 
to monitor pastoral care, attendance, 
punctuality and behaviour of students within 
named year group. 
 
To be a professional role model. 
 
To promote teamwork to ensure effective 
working relations. 

 

Quality Assurance: 

To ensure all staff understand, and are actively 
implementing, the key aspects of the School’s 
safeguarding, behaviour and inclusion policies, 
for effective learning to take place. 
 
To assist the designated team leader/SLT in the 
annual review of standards, consistent with the 
procedures in the school self-evaluation policy. 
 
Agree, monitor and evaluate targets with 



 
 

students, staff, families of students, learning 
tutors and SLT to make an outstanding 
contribution to achieving whole school targets.  
To provide training and support for the 
development of behaviour management skills 
across a named year group and monitor its 
impact to ensure it makes a significant 
contribution to the school development plan and 
student progress and welfare.  
 

Communication: 

To ensure learner/learning information is 
gathered and provided, and communicated 
effectively and regularly with relevant 
stakeholders.  
 
To ensure that all learning spaces, classrooms 
and corridors related to the year group promote 
learning effectively and celebrates 
achievement. 
 
To model learning as worthwhile in itself to 
individual young people who have lost their 
focus. 
 
To liaise with internal professionals, external 
agencies and social care regarding students 
welfare and progress.  
 

Resources: 

To contribute to annual and half termly 
awards/achievement, weekly 
learning/achievement celebrations, student 
assemblies and student leadership group events.  
 

Learner Development: 

To ensure that all staff within the year group 
are aware of and effectively address the needs 
of students at greatest risk of underachievement 
and exclusion. 
 
To attend all meetings, prepare and present 
information as required associated with 
vulnerable students and/or those at risk of 
underachieving and provide pastoral updates as 
requested by HoY/SLT. 
 
To identify and refer such students for 
appropriate in-house and external agencies 
focusing on improving welfare and progress.  
 
To ensure effective and personalised support for 
learning for all students in the year group 
 
To elicit the support of all parents and carers as 
active partners in children’s learning 
 
To liaise with the SENDCo and Heads of 
Department to plan, monitor and evaluate 
effective short/medium/long term personalised 
interventions for young people where 
appropriate. 
 

Additional: 

To play a full part in the school community, to 

support its distinctive ethos, encourage and 

ensure staff and students follow this example. 

 

To ensure that staff celebrate and reward 

attendance, punctuality, progress and 

achievement regularly.  

 

To contribute to developing an extra- 

curricular/extended school programme of year 

group activities. 

 
Implement strategies to allow students to make 
a positive contribution to the school and wider 
community. 

 



 
 

Indicative qualifications, knowledge, skills and experience 

 

 Will hold minimum GCSE C+ qualifications/equivalent in Maths and English - E 

 Will have evidence of skills in pastoral care, engaging, motivating and inspiring young people 

aged 11 – 16 to learn - E 

 Will have evidence of impact of working in a team environment and particularly with young 

people who face challenge or attachment issues - E 

 Evidence of impact and skills in effective student facing pastoral support - E 

 Evidence of skills and impact in understanding student attendance, punctuality, behaviour and 

progress data to develop meaningful and effective strategies in response to student needs - E  

 Able to deal with challenging situations - E 

 Ability to work with the needs of the students and parents in our culturally diverse community – E 

 Ability to organise your own workload whilst working alone and as part of a team - E 

 Excellent communication skills – in speech and in writing – E 

 IT skills/Microsoft Office – recording information and interpretation of data – E 

 Experience of SIMS - D 
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